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PREFACE 


Throuohout   this   work,  the  useless  and   uiiineaiiing  "  To  "  and  "  liy  '  have  lieeii  entirely  omitted. 

The  meaning  and  application  of  the  terms  debtor  and  creditor  can  be  best  presented  to 
the  learner  by  teaching  accounts,  first  separately,  and  afterwards  together :  first  through  a  parficd 
journal  entry  and  afterwards  through  a  complete  journal  entrv. 

In  the  Ledger  the  explanation  space  is  left  blank,  unless  some  useful  information  is  obtainable 
therefrom,  as,  for  example,  from,  "  Go<k1s  at  30  days,"  in  a  personal  account.  Statements  of  Losses  and 
Gains  and  of  Assets  and  Liabilities  are  made  for  the  proprietor  from  the  trial  balance  and  inventories, 
before  the  Ledger  is  closed  ;  these  are  made  as  separate  statements,  in  accordance  with  practical  usage, 
little  stress  being  laid  on  the  colunuiar  iorm  of  statement.  The  Ledger  is  closed^  only  for  the  purpose  of 
separating  the  losses  and  gains  of  one  business  period  from  those  of  the  succeeding  one  ;  for  this 
purpose,  only  the  loss  and  gain  accounts  and  the  proprietor's  account  are  closed,  at  the  time  of  closing 
the  books  ;  all  the  asset  and  liability  ai;counts  are  left  unclosed,  unless  it  be  Cash  Account  and  Bank 
Account,   which  are  necessarily  balanced  frefiuently,   and   are  usually  not   kept  in  the  Ledger. 

The  attention  is  confined  for  some  sets  to  the  Journal  as  the  only  posting  med'um,  the  Cash 
Book  and  the  Bill  Book  being  introduced,  first  as  auxiliary  books,  and  later  as  principal  books. 
As  business  offices  difier  very  much  in  the  forms  and  ruling  of  such  books,  oidv  some  of  the  most 
general  forms  have  been  illustrated,  but  sufficient  to  enable  the  young  bookkeeper  to  adapt  himself  to 
the  various  forms  he  may  meet  \vith  in  actual  business. 

The  jjrojyrietor,  whether  he  be  a  single  proprietor  or  a  partner,  is  distinguished  from  his  business, 
and  is  considered  much  the  same  as  an  outside  person,  being  debited  when  he  receives  from  his  business 
on  account,  and  credited  when  he  gives  to  it.  The  business  is  thought  of,  as  buying  and  selling 
receiving  and  giving.  The  proprietor  is  a  debtor  to,  or  a  creditor  of,  his  business  as  much  as  any 
other  person  ;  when  the  business  becomes  insolvent,  he  is  a  debtor,  and  owes  to  the  business,  from  his 
private  means,  the  amount  of  the  Net  Insolvency  :  when  the  business  is  solvent,  he  is  a  creditor,  and 
the  business  ov/es  him  the  amount  of  his  Net  Capital. 

Bookkeeping,  as  a  science,  is  unchangeable — the  principles  are  fixed  ;  but  bookkeeping,  as  an  art, 
is  constantly  undergoing  changes.  The  teacher  shoukl  endeavour  to  impress  the  principles  thoroughly 
on  the  mind  of  the  learner  ;  the  learner  will  then  himself  become  the  inventor  of  new  f(n'ms  to  suit 
special  circumstances. 

There  are  various  ways  of  approaching  the  subject  of  Bookkeeping,  some  of  which  should  be 
avoided.  The  antiquated  rule,  "  Debit  what  is  received  and  credit  what  is  given,"  cannot  be  applied 
successfully  to  all  business  transactions  ;  the  efibrts  to  make  a  forced  application  of  this  rule  have  led 
to  much  straining  of  the  imagination,  noticeably  in  such  a  transaction  as,  "  Bought  from  T.  Brown  on 
account,  Mdse.  $200."  This  rule  requires  that  Interest  and  Jient  be  called  use,  and  that  ]Va4/es  and 
Commission  be  called  services.  On  the  ne.xt  two  pages,  reasons  will  Ije  given  for  discarding  its  genera! 
application  as  too  mechanical  and  far-fetched. 
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Division  of  Accounts. — Accounts  may  be  divideil  as  follows;  (1)  Personal  Asset  and 
Liability  Accounts,  as,  for  example,  Jno.  Simpson,  J  no.  Simpson  it  Co.,  The  Dominitm  Bank; 
(i)  Impersonal  Asset  and  Liability  Accounts,  a.s,  for  example.  Cash,  Bills  Receivable,  Bills 
Payable;  and  (3)  Loss  and  Gain  Accounts  (all  Impersonal),  as,  for  example,  Merchandise, 
Expense,    Real   Estate,   Interest,   Discount. 

Rules  for  Journalizing. — Journalizing  may  be  stated  in  three  rules  to  suit  the  three  classes 
of  accounts — (1)  For  Personal  Asset  and  Liability  Accounts:  Make  a  person  debtor  when  he 
I'eceives  value  on  account,  and  creditor  when  he  gives  value  on  account  ;  [i)  For  Impersonal  Asset 
and  Liability  Accounts  :  Make  the  account  (say  Cash)  debtor  for  amounts  received  by  our 
business,  and  creditor  for  amomits  given  by  our  business  ;  (3)  For  Loss  and  Gain  Accounts  : 
Make  the  account   (sav   Mdse.)   tlebtor  for  costs  and   creditor  for  proceeds. 

Reasons. — Consider  the  first  rule,  which  applies  to  peraimii  alone.  The  account  "  .lohn  Simpson" 
certainly  does  not  mean  that  we  receive  and  ciive  .lohn  Simpson  ;  neither  is  it  correct  to  .say 
we  receive  and  give  his  name  ;  and  it  is  forcing  the  question  to  .say  that  the  Dr.  side  shows  .lohn 
Simpson's  oral  jiromises  received,  and  the  Cr.  side  .Toim  Simpson's  oral  promises  given  back,  since 
John  Simpson  mav  have  given  no  oral  promises  at  all,  which  would  certainly  be  the  ease  when 
we  liuv  gooiis  from  him  on  account.  The  meaning  of  the  account  is  simjilv,  that  Jolm 
Simjison  has  received,  on  account,  the  amounts  on  the  Dr.  side,  and  is  our  debtor  ;  and  that  he 
has  given,  on  account,  the  amounts  on  the  Cr.  side,  and  is  our  creditor.  It  is  in  this  class  of 
accounts  only,   that  the  terras   dfbtor  and   creditor  have   their  true  meaning. 

Considei-  the  secontl  rule,  which  applies  to  thiiujs  alone,  and  only  to  those  things  which  belong 
to  asset  and  liability  accounts,  such  as  Cash,  Bills  Receivable  and  Bills  Payable  accounts.  In  this 
class  f)f  accounts  the  terms  debtor  and  creditor  have  not  their  true  meaning  ;  in  Cash  Account,  for 
example,  the  Dr.  side  shows  the  amount  of  cash  received  liv  i->ur  business,  and  the  Cr.  side 
the  amount  given  liy  our  business  ;  it  does  not  show  that  anyone  or  anything,  is  a  debtor  to,  or  a 
creditor  of,  (jur  business.  Here  alone  is  where  the  old  rule  "debit  what  is  received  and  credit 
what  is  given  "  has  its  true  significance. 

Consider  the  third  rule,  which  applies  to  things,  sertnces,  and  uses,  but  only  to  those  connected 
directly  with  loss  and  gain  accounts,  such  as  Merchandise  and  Real  Estate  accounts,  Wages  and 
Commission  accounts,  Rent  and  Interest  accounts.  Now,  the  term  Bills  Bcceivable,  as  an  Asset 
and  Liability  account,  and  as  a  ledger  heading,  really  means  values  of  Hills  Receivable,  and  these 
values  are  received  and  given  ;  but  the  term  Merchandise,  as  a  Loss  and  Gain  account,  and  as  a 
ledger  heading,  means  price  of  Merchandise,  the  Dr.  side  showing  the  cost  price  of  ^ferchandise 
and  the  Cr,  side  showing  the  proceeds  price  of  Merchandise.  And  so  with  Real  Estate,  the  Dr. 
side  shows  the  cost  price  of  Real  Estate,  and  the  Ci'.  side  shows  the  proceeds  price  of  Real  Estate. 
Again,  instead  of  having  one  account  foi'  all  serrrices  called  ''Services,"  and  one  for  all  uses 
called  "  U.-;es,"  which,  as  before,  would  mean  jyrice  of  Services  and  pirice  of  Uses,  we  have,  not 
Services  of  ^Vork^iien,  Services  of  Buyer,  Use  of  Real  Estate,  Use  of  Money,  as  wo  would  expect, 
but  price  of  Services  of  Worhnen,  jtrice  of  Services  of  Buyer,  price  of  Use  of  Real  Estate, 
price  of  Use  of  Money,  crystallized  into  the  terms  Wages,  Commission,  Rent,  Interest  ;  so  that 
Wages  and  Commissioii  are  not  services,  but  the  price  of  services  ;  and  Rent  and  Interest  are  not 
uses,  but  the  '^yrice  of  uses.  The  term  Jferchandise,  as  a  ledger  heading,  stands  foi-  price  of 
Merchandise,   but  the   term    M'age.i   reallv  means  pi-ice  if  services. 

Service  and  Use  Accounts. — From  the  foregoing  and  the  following  considerations,  it  will  be 
seen   that  we  cannot  .sav  that  AVages,  Connnission,  Bent,  and  Interest  are  debtor  when  they  are 
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received,  ami  creditor  when  they  are  give)i.  Consider  the  Dr.  side  alone  ;  Merchandise  Account 
is  debtor  for  the  coH  jjrice  of  Merchandise.  Of  course  the  merchandise  is  received  as  a  commodity, 
but  the  Merchandise  Account,  as  a  loss  and  gain  account,  is  not  intended  to  show  mtn-chandisii 
received,  nor  even  the  val^ie  of  merchandise  received  (for  we  are  not  dealing  with  values  but  with 
prices).  It  shows  the  cost  price  of  merchandise,  and  this  cost  price  is  not  received  bv  our  busitiess. 
Value  has  to  do  with  asset  and  liability  accounts,  price  has  to  do  with  loss  and  gain  accounts. 
The  truth  of  this  statement  will  be  more  evident  if  we  consider  Wages  Account  ;  the  Dr.  side 
shows  the  cost  of  wages,  that  is,  tlie  cost  price  of  services  ;  now,  it  is  true  that  just  as  the 
merchandise  is  received,  so  the  services  are  received,  but  just  as  the  cost  price  of  merchandise  is 
not  received  by  our  business,  neither  is  the  cost  price  of  services  received  by  our  business  ;  so 
that  the  Dr.  side  of  Wages  Account  does  not  show  the  cost  price  of  services  received,  that  is, 
does  not  show  tcayes  received. 

The  term  Interest  does  not  mean  use,  either  as  a  bookkeeping  term,  or  in  general  conunercial 
usage  ;  Interest  is  the  price  of  use,  just  as  Commission  is  the  p?-tcc  of  services.  If  a  person  loans 
me  8200  at  6/.'  per  annum,  I  must  pa^^him  $12  extra  at  the  end  of  the  year  ;  the  6%  is  the  price 
rate  of  tise,  and  the  812  is  i\w.  full  price  of  use.  The  price  of  the  use  may  varv,  or  the  lender 
may  let  me  have  it,  as  a  favour,  for  SI  instead  of  $12.  in  which  case  81  is  the  interest.  Should 
the  lender  let  me  have  the  use  of  the  8200  for  nothing,  there  is  still  the  same  use,  but  there  is 
no  ijrice  of  use — no  interest.  The  same  may  be  said  of  Commission  Account.  Here  the  Dr.  side 
shows  costs,  and  the  Cr.  side  shows  proceeds.  From  this  the  pupil  learns  directlv,  and  from  the 
beginning,  that  all  such  accounts  are  loss  and  gain  accounts.  He  will  grasp  the  idea  of  cost  and 
proceeds  in  connection  with  Wages,  Commission,  Interest,  Rent,  and  all  accounts  coimected  with 
seriaces  and  uses,  more  readily  than  any  far-fetched. application  of  the  terms  receive  and  give. 
Thus  the  third  rule,  l^esides  being  rational,  teaches  from  the  besinnin^  the  true  nature  of  the 
account,   as  a  loss  and  gain  account. 

Summary  of  Method  of  Procedure. — (i)  Make  three  classes  of  accounts,  (1)  Personal 
Asset  and  Liability  Accounts,  (2)  Impersonal  Asset  and  LiabOity  Accounts,  (.3)  Loss  and  Gain 
Accounts.  (6)  Treat  each  class  separately  in  the  order  given,  (c)  Treat  each  account  separately 
at  first,  by  means  of  a  partial  journal  entrv,  from  which  the  account  is  posted  to  the  Ledger. 
[d)   Treat  the  accounts  in  conjunction   at  a  later  stage,  bv  means  of  a  complete  journal   entrv. 

By  following  the  plan  explained  above,  the  pupil  will  learn  complete  journalizing  by  a 
process  of  reasoning,  an<l  not  bv  a  mechanical  and  uncertain  application  of  the  terms  receive  and 
give.  He  will  be  able  to  give  to  each  account  its  true  meaning  anfl  will  understand  its  relatio7i 
in  the  Ledger. 
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BUSINESS    PAPERS. 


Tm-:  Pupil  sIkjuIiI  write  out  the  Business  Papers  indicated  iu  the  various  Sots  and  Exercises. 
By  so  doing  he  will  not  only  have  a  thorough  acquaintance  with  such  papers,  hut  he  will  ha\c  a 
more  thorough  knowledge  of  Bookkeeping.  Those  Business  Papers  of  frequent  occurrence  in  the  sets, 
sucli  as  promissory  notes,  clieques,  etc.,  may,  however,  be  omitted  as  soon  as  they  lia\e  been  tlioroughh' 
mastered,   and  the  attention  may  then  be  concentrated  on  the  Bookkeeping  side  alone. 

The  Pupil  should  write  all  acceptances  of  drafts,  and  all  endorsements  of  orders,  cheques,  notes, 
anil  drafts,  both  those  which  would  be  written  by  himself  and  those  wliich  would  he  written  by 
other  persons.  He  should  not,  however,  w^'ite  those  endor.sements  and  acceptances  by  other  persons, 
which  would  never  be  seen  by  him,  such  as  the  acceptance  of  the  (h-aft  on  April  27  in  Set  VI. 
Drafts  should  be  accepted,  and  orders,  cheques,  and  sight  drafts  should  be  endorsed,  at  the  time  of 
writing  the  papers,  since  they  are  mentioned  for  this  purpose  but  once  in  the  Set ;  notes  and  time 
drafts  should  be  endorsed  at  the  time  of  payment  or  transfer.  The  Pupil  will  not  forget  to  ha\e 
his  own  cheques  properly  endorsed,  since  they  are  returned  to  liim  at  the  end  of  each  month  by  the 
bank.  The  use  of  business  papers  suggested  above  will  make  the  work  sufficiently  like  actual 
business  for   general  interest   and  good  progress  in   Bookkeeping. 


USE    OF    CAI^ENDARS. 

The  sets  and  exercises  are  dated  according-  to  the  calendar  of  1912.  As,  however,  the 
Department  of  Education  requires  each  set  and  each  exercise  to  be  dated  according'  to  the 
calendar  of  the  year  in  which  it  is  being-  worked  out  in  the  classes,  the  calendars  of  the  years 
from  1909  to  1916  inclusive  have  been  provided  on  pages  102  to  104.  The  dates  of  the  Sundays 
and  the  statutory  holidays  are  indicated  in  darker  type  in  each  of  the  calendars.  As  the  dates 
of  these  days  vary  from  year  to  year,  the  pupil  must  consult  the  calendar  of  the  year  in  which 
he  is  working,  to  make  certain  that  the  transactions  he  records  take  place  on  business  days.  The 
date  of  maturity  of  a  note  or  an  acceptance  falling  due  on  a  Sunday  or  a  statutory  holiday  is,  of 
course,  the  next  business  day. 


STATUTORY    HOI.IDAYS. 

1.  The  following  are  Statutory  Holidays  for  all  of  the  provinces :  New  Year's  Day,  Good 
Friday,  Easter  Monday,  Victoria  Day,  Dominion  Day,  Labour  Day,  Thanksgiving  Day,  Christmas  Day, 
and  any  day  proclaimed  a  holiday  by  the  Governor-General  or  a  Lieutenant-Governor.  If  New 
Year's  Day,  Christmas  Day,  Victoria  Day,  or  Dominion  Day  fall  on  a  Sunday,  then  the  next  day 
is  to  be  observed  instead. 

2.  The  King's  Birthday  (Nov.  9)  merges  into  Victoria  Day  (May  24). 

3.  Newfoundland  observes  all  of  (1)  but  Labour  Day. 

4.  Alberta,  Saskatchewan,  Yukon,  and  the  Territories  add  Ash  Wednesday  and  Arbor  Day 
to  (1). 

5.  Quebec  adds :  The  Epiphany,  Ash  Wednesday,  the  Ascension,  All  Saints'  Day  and  Conception 
Day  to  (1). 

6.  Civic  Holidays  are  local,  not  bank  or  general  holidays. 
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PAGBS    REQUIRED   FOR    THE    SETS. 

The  following  are,  aiijimxiuiatelv,  the  number  ot'  pages  of  a  IMank  Book  of  about  28  lines  to  the 
page,  which  will  be  iei]uired  for  tlie  \ai-ious  Sets.  If  the  Pupil  uses  the  second  method  of  entering  the 
Day  Book  explanations  in  connection  with  the  Journal,  as  .shown  on  page  30,  March  2.")  to  29,  then  he 
will  require  only  about  two-thirds  of  the  number  of  pages  for  the  Journal,  indicated  below.  He  will 
himself  determine,  from  his  Work  Book,  the  pages  he  will  need  for  Inventories,  Trial  Balances,  and 
Financial  Statements.  If  desired,  tlie  Bill  Bo(.)k  may  be  introduced  in  Set  IV.  or  Set  V.  (See 
Section  85.)  To  suit  local  conditions,  the  Cash,  Purchase,  and  Sales  Journals  may  also  be  introduced 
at  an  earlier  stage  than  that  indicated  in  the  te.xt.      (See  Secticms  96,  97,  107,  108,  109  and  110.) 
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DOUBLE  ENTRY  BOOKKEEPING. 


1.  A.  Business  Transaction  is  au  exchange  of  \alues.      This  exchange  may  he  a  irresent  exchange, 

as  when  goods  are  sold   for  cash  ;  or  it  may  be  a  deferred  exchange,  as  when  goods  are  sold  on 
account,    that  is,   to  he  paid  for  at  a  future  time. 

2.  Bookkeeping   is  the  recording  of  business  transactions  in  a  systematic  manner  in  suitable  books. 

The  main  feature  of  this  record  is  the  Ledger  Accounts  ;  so  that  bookkeeping  is  sometimes  called 
account  hm . 

3.  A  Ledger  Account  is  a  number  of  items  of  the  same  kind  collected   under  a  heading.      Each 

account  has  two  distinct  parts  separated  by  a  vertical  line ;  the  left-hand  side  is  called  the  Debtor 
(Dr.)  side,  and  the  right-hand  side  is  called  the  Creditor  (Cr.)  side. 

(a)   The  following  is  the  form  of  a  Ledger  Account  in  outline  : 

Debtok.  JOHX  SIMPSON.  (  kkdhok. 


He  receired  im  nrcointt 


■$■  SO 
110     oO 


Ht^  'tjave  on  account 


$7o 
40     25 


{b)  The  following  is  the  usual  form  of  a  Ledger  Account  : 
IiK.  JOHX  SIMI'SOX. 


19— 

lit— 

Jan. 

SO 

Jan. 

'  o     ■ 

'"• 

no  j 

50 

1 

14 

1 

-^5 

4.  Debtor  and  Creditor,  Debit  and  Credit. 

We  must  remember  that  John  JSinip.son  s  account,  mentioned  in  Section  3,  is  an  account  in  uur 
own  hooks,  not  in  his  books.  John  Simpson  is  our  debtor  (he  owes  us)  for  the  amounts  on  the 
left-hand  half  of  his  account ;  he  is  our  creditor  (we  owe  him)  for  the  amounts  on  the  right-hand 
half  of  his  account.  He  is  our  debtor  when  he  receives  any  value  from  our  business  on  account, 
that  is,  without  giving  any  value  in  return  at  the  time  ;  he  is  our  creditor  when  he  gives  any 
value  to  our  business  on  account,  that  is,  without  receiving  any  value  in  return  at  the  time. 

The  terms  debit  and  credit  indicate  the  effect  of  a  business  transaction  on  the  financial  relation 
between  a  debtor  and  a  creditm;  and  therefore  the  effect  on  the  debtor  antl  creditor  sides  of  an  account. 
Apply  the  terms  debtor  and  creditor  to  accounts  or  to  the  sides  of  an  account  ;  for  example,  "  John 
Simpson,  Dr.,'  "  the  creditor  side  of  John  Simpson's  account  '  ;  apply  the  terms  debit  and  credit 
to  the  items  or  separate  entries;  for  example,  "that  is  a  debit  entry,'  ''credit  John  Simpson's 
account  with  S75."      Dr.  is  an  abbreviation  for  debtor  not  for  debit,  and  so  with  Cr. 
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5.  Journalizing  is  the  determining  and  indicating  of  the  debit  and  the  crecUt  items  of  a  transaction 

tor  their  respectiv'e  ledger  accounts.     The  book  in  which  this  is  done  is  called  the  Joiir-iuil. 

6.  Example  of  Journal  : 


T" 

/'. 

Dr.  col  If  mil. 

Cr. 

■iilutnii 

■s 

c. 

&■ 

c. 

:  w 

;0 

*^ 

:  ^ 

;l 

Date 

TORONTO,   January  _',    2,0- 


John  Simpson  Dr. 
-.Mdoe.     Cr. 


Cash  Dr 


John  Simpson  Cr. 


75 


SO 

75 


7.  Posting  is  transferring  the  debit  and  credit  items  from  the  .Journal  to  their  respective  accounts 

in   tlic  Ledger.      The   Lfdijfr  is  the  book  of  accounts. 

8.  Assets  and  Liabilities. 

An  Asset  is  anything  belonging  to  the  busines.s,  whicli  has  a  money  value.  A  Liability  is  any 
<lebt  owing  1)V  the  bu.siness. 

9.  Losses  and  Gains. 

A  IjOss  is  an  excess  of  cost  o\er  proceeds.      A  Gain  is  an  excess  of  proceeds  over  cost. 

10.  Classification  of  Accounts. 

All  accounts  mav  be  divided  into  three  classes,  namely.  Personal  Asset  and  Liability  Accounts, 
Impersonal  Asset  and  Liability  Accounts,  and  Loss  and  Gain  Accounts  (all  iiii])ersonal).  The 
first  two  classes  show  either  values  belonging  to  the  business,  or  debts  owing  by  the  business  ; 
the  last  class  shows  either  losses  or  gains  in  connection   with  the  business, 

I,    Personal  Asset  and  Liability  Accounts  :  as  .John  .Simpson,  .John  Simpson  c^-  C<j.,  The  Imperial 
Bank,  The  Royal  Fire  Insurance  Co,,  etc. 
II.    Impersonal  Asset  and  Liability  Accounts  :  as  CasL.JBills  Receivable,  Bills  Payable,  etc. 
III.    Loss    and    Gain    Accounts  :    as    Merchandise,    Expense,    Real    Estate,    Interest,    Discount, 
Commission,   etc. 
The  first  two  classes  are  sometimes  called  Real  Accounts,  and  the  third  class  is  sometimes  called 
Representative  Accounts,  "''^ 


PERSONAL  ASSET  AND   LIABILITY  ACCOUNTS. 
11.  Journalizing — Rule  I. 

In  Personal  Asset  and  Lial)ilitv  Accounts,  make  the  jterscm  (Mfor  for  all  the  amounts  which  he 
receivi-.'i  from  our  business  on  airoani,  and  make  him  creditor  for  all  tiie  amounts  which  he  gives 
to  oui'  business  on  accoimi. 
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12.  Instructions  to  the  Pupil : 


[a)  Think  of  the  business  as  your  own,  and  of  yourself  as  the  proprietor,  in  tlie  exercises  which 
follow.  When  another  person  is  mentioned  as  proprietor,  you  will  lie  the  bookkeepei-,  and 
should  still  think  and  speak  of  the  business  as  ours 

(b)  Always  distinguish  between  the  business  and  the  proprietor  of  the  business.  For  the 
purposes  of  bookkeeping,  consider  that  it  is  the  business  that  buys  and  sells,  and  otherwise 
transacts  business.  The  proprietor  himself  t/ives  to  his  business  on  account  when  he  invests, 
and  is  credited  for  the  amount  he  so  gives  ;  he  receives  from  his  business  on  account  when  he 
ivithdraws  for  private  use,  and  is  debited  for  the  amount  he  so  receives. 

13  (a).  Business  Transactions  for  John  Simpson's  Account. 

Journalize  and  post  John  Simpson's  account  from  the  following  transactions.  Use  the  illusti-a- 
tions  in  Section  13  (6),  (c),  (d)  as  guides.  Leave  room  enough  in  both  .Journal  anrl  I^edger  to 
continue   with  the  February  transactions  of  Section    14   («). 

Tmonto,   .Jaiiuarv   2,  19 — .      .John   Simpson   received   on   account,   §80. 

5.  .John  Simpson  gave  on  account,   .S7.o. 

10.  .John   Simpson  received  on  account,   cash  .•?!  10.50. 

1.5.  John  Simpson  gave  on  account,  cash  §40.2.5. 

17.  John  Simpson  received  on  account,  goods  .§70. .50. 

22.  .John   Simpson  gave  on  account,   goods  .^OO. 

24.  Sold  .John  Simpson  on  account,   goods  •§25. 

25.  Bought  from  .John  Simpson  on  account,  got)ds  §4.5. 
29.  .John   Simpson  paid  on  account,   cash   §10.7.5. 

.30.   Sold  .John  Simpson  for  cash,   goods  §20. 

(6)  Journal  for  John  Simpson's  Account  only. 

TOKOXTO,   Janimry  S,   19—. 


John  iS'rmjyxo/i.  Dr. 


John  Simpson  Or. 


John  Simp>ton  Dr. 


John  SimpKon  Cr. 


John  Sivipsoti  Dr. 


John  Simpmn  Cr. 


John  Simpson  Dr. 


\JoIin  Simpson  Cr. 


John  Simpson  Cr. 


10 


15 


17 


U 


25 


39 


<V(/ 

75 

110 

50 

40 

70 

50 

90 

So 

75 


Note. — Why  no  entry  for  .John  Simpson's  account  on  Jan.  30  ?     Because  the  transaction  was  not  on  annoiint. 
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Journal  with  the  ledger  pages  in,  after  posting. 

TORONTO,  Jannary  -2,  19—. 


l.i-.l^.-r 

in 

10 
10 
10 
10 
10 
10 
10 

Jokit   Sifnp.-<on   Jjf. 

SO 
110 

70 
S.5 

50 
SO 

75 

40 

90 

45 
10 

John  Simpson  Cr.    - 

John  Simpifon  Dr. 

_    15 ^ 

^ — 

iJohn  Simpson  Cr.    - 
John.  Simp-^on  Dr. 

25 

[John  Siv}pson  Or.    - 

John  Simpson  Dr. 

- 

John  Simpson   Cr.    ■ 

-  2.9 

Account  posted  from 

JOHN  SIMPSON. 

-     -    - 

■10 

John  Simp-'on  Cr.    - 

75 

(d)  L 

I)K. 

edger — John  Simpson's 

(hi'   rifeirff]  on,   'Vr  ) 

the  Journal. 

{hf;   ijnve  on   %J 

Cr. 

10— 
Jan. 


Jour. 

i:i  — 

Page 

10 

so 

Jan. 

o 

10 

110 

50 

15 

10 

70 

50 

22 

10 

25 
sse 

25 
39 

.Inur. 

Piige 

10 

75 

10 

40 

10 

90 

10 

45 

10 

10 

2G  1 

(«)  Remarks  : 

1.  Experifiiceil  l)ookkeepers  recommend  the  following  order  in  making  entries  in  Ledger 
Accounts  :  (1)  the  amount,  ("2)  the  date,  (.3)  the  Journcil  page.  Then  enter  the  Ledger  page 
of  the  account  in  the  Journal,  opposite  tlie  item  posted,  first  noticing  the  amount  in  the 
Journal  again,   to  make  sure  that  the  correct  amount  has  been  posted. 

2.  In  John  Simpson's  account  we  see  tliat  the  flebtor  side  is  greater  than  tlie  creditor  side  by  > 
$25,  therefore  he  is  a  debtor  for  that  amount,  and  the  balance  is  an  asset. 

3.  Make  the  small  ])in-head  totals  with  a  hard  lead  pencil. 

14  (a).  Business  Transactions     John  Simpson's  Account  (Condnued) — 

Journalize    John    Simpson's   account  ;    continue    the   posting    under   the    January   posting    in 
Section    13   (d)  :   balance  and  close  the  account  as  shown   in   Section   14   (6). 

Toronto,   February   1,    19 — .      Sold  John  Simpson   on  account,   goods  $200. 
6.   Received   from  John   Simp.son   on  accomit,   cash  $100. 
14.   Bought  from  John   Sinips(m  on   account,   goods  $175. 
20.   Paid  John  Simpson  on  account,   cash  $25. 
26.   Sold  John  Simpson  on  account,   goods  $80.25. 
28.  John  Simpson  paid  on  account,   cash  $30.50. 
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(6)  Ledger  Account  closed  and  balance  brought  down. 

Dr.  JOHy  SIMPSON. 


Cr. 


19— 

Jan. 

J 

10 

17 

...f 

Feh. 

I 

M 

2ii 

M'tr. 


S91.SS 

SS6.50 

Sh.75 


1  i     Balance 


11 


80 

no 

70 
25 

SS€ 

SOO 
S5 
80 


591 


B4 


75 


I'l— 
Jan. 


Feb. 


6 

U 

S9 


Balance 


10 

75 

10 

40 

25 

10 

1  90 

10 

,  45 

10 

10 

75 

10 

100 

10 

175 

10 

SO 

50 

see 

so 

11 

S4 

75 

591 

m 

1 

1 

£. 

(c)  Remarks  : 

1.  John  .Simpson  has  received  on  account  S591.25,  and  has  given  on  account  §566.50;  therefore 
he  owes  §24.75.  We  balance  his  account  by  placing  the  §24.75  on  the  smaller  side  in  red 
ink,  indicating  the  red  ink  by  an  asterisk  (*),  when  using  a  pencil  or  black  ink.  We  then 
bring  this  balance  down  below  the  ruling  in  black  ink  on  the  debtor  side,  for  the  next 
month's  business.  The  red  ink  indicates  that  the  balance  is  on  its  wrong  side,  being  placed 
there  simply  to  balance  the  account ;  the  black  ink  indicates  that  the  balance  is  now  on  its 
light  side,  since  it  is  a  debtor  balance. 

2.  In  the  page  column  in  Section  14  (6),  "  10"  is  the  Journal  page  from  which  the  item  came; 
"  11  "  is  a  Ledger  page,  and  shows  in  the  red  ink  where  the  balance  was  transferred  to,  and 
in  the  black  ink  where  the  balance  came  from.  TliLs  latter  paging  is  used  when  the  balance 
has  to  be  transferred  to  a  new  page. 

3.  Personal  Accounts  should  be  balanced  and  ruled  up,  only  when  settled,  or  when  the  page  is 
filled  and  the  account  has  to  be  transferred  to  a  new  page.  This  is  true  of  all  Asset  and 
Liability  accounts,  excepting  Cash  and  Bank  accounts,  which  are  balanced  at  least  monthly 
as  a  check  against  mistakes  in  handling  the  cash. 


EXERCISES    ON   PERSONAI,   ACCOUNTS. 

Exercise  No.  1. 

Journalize,  and  post  M.  Peters'  account,  leaving  room  both  in  the  Journal  and  the  Ledger 
account  to  continue  with  Exercise  No.  2.  On  March  30,  is  M.  Peters  a  debtor  or  a  creditor? 
Is  the  balance  an  asset  or  a  liability  ? 

Ottawa,  March  1,  19 — .      Sold  M.  Peters  on  account.  Merchandise  (goods)  §230. 
5.  Bought  from  M.  Peters  on  account.  Merchandise  §150. 
9.   M.  Peters  paid  on  account,  cash  §70. 
13.  Bought  from  M.  Peters  on  account.  Merchandise  (Mdse.)  8130. 
16.   Paid  M.  Peters  on  account,  cash  §50. 
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18.  Sold  M.  Peters  on  account,  Mdse.  $100. 

20.  M.  Peters  paid  on  account,  cash  $20. 

25.  Bought  from  M.  Peters  on  account,  Mdse.  $60. 

30.  Sold  M.  Peters  on  account,  Mdse.  $90. 

Exercise  No.  2. 

Journalize,  post,  balance,  and  close  M.  Peters'  account,  making  it  a  continuation  of  his  account 
in  Ex.  1.      Is  he  a  debtor  or  a  creditor  ?     Is  the  balance  an  asset  or  a  liability  1     Why  ? 

Ottawa,  April    1,  19 — .      Bought  from  M.  Peters  on  account,  Mdse.  $280. 

.3.  Sold  M.  Peters  on  account,  Mdse.  $1.50. 

6.  Paid  M.  Peters  on  account,  cash  $30. 

11.  Sold  M.  Peters  on  account,  Mdse.  $270. 

15.  Received  from  M.  Peters  on  account,  cash  $50. 

»  20.  Bought  from  M.  Peters  on  account,  Mdse.  $70. 

-23.  Sold  M.  Peters  for  cash,  Mdse.  $80.25. 

26.  M.  Peters  paid  on  account,  cash  $100. 

29.  Bought  from  M.  Peters  on  account,  Mdse.  $175. 

30.  Bought  from  M.  Peters  for  cash,  Mdse.  $200. 

15  (a).  The  Proprietor's  Account. 

This  account  is  ti'eated  in  the  same  way  as  any  other  personal  account,  until  the  close  of  the 
business  period.  The  Proprietor  is  made  debtor  for  what  he  receives  from  his  business  on  account 
(called  withdrawals  for  private  use),  and  he  is  made  creditor  for  what  he  gives  to  his  business  on 
account  (called  investments). 

The  only  difference  between  the  proprietor's  account  and  that  of  an  outside  person  is,  that 
the  net  yaiii  at  the  close  of  the  business  term  is  placed  on  the  cr-editor  side  of  his  account  ;  or, 
if  there  be  a  net  loss,  it  is  placed  on  the  debtor  side  of  his  account.  There  will  then  be  a  debtor 
balance  or  a  creditor  balance  just  as  in  any  other  personal  account  ;  if  the  creditor  side  be  the 
greater  we  name  the  balance  "  Net  Capital,"  or  if  the  debtor  side  be  the  greater,  we  name  the 
balance   "  Net  Insolvency." 

The  Proprietor  may  have  two  accounts — Capitiil  Ayc  and  Private  A/c.  For  the  present  we 
shall  use  the  first  one  only,  as  follows,  "Proprietor  (Capital  A/c)." 

The  Pupil  will  think  <jf  himself  as  the  bookkeeper-  when  another  person  is  mentioned  as 
Proprietor. 

Exercise  No.  3. 

Journalize,  post,  enter  the  net  gain,  balance,  and  clo.se  the  Proprietor's  Account.  Compare 
your  Ledger  account  with  the  example  in  Seotion   15   (6). 

London,   Maj'   1,    19 — .     The  Proprietor  gave  to  the  business  on  account  (invested),  cash  $1000. 
6.   The  Proprietor  received  from  the  business  on  account  (withdrew),  cash  $10.75. 
10.  The  Proprietor  gave  to  the  business  on  account  (invested),  Mdse.  $1500.25. 
15.   The  Proprietor  withdrew  from  the  business  on  account,  cash  $30. 

27.  The  Propi'ietor  took  for  piivate  use,  Mdse.  $20.50. 
30.   The  Proprietor  invested  in  the  business,  cash  $500. 

Net  Gain  on  May  31,  $75.50. 
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15  (h).  Ledger— Propx'ietor's  Account. 

Dk.  (he  receired  or  withdrew)  PROPRIETOR  (Capital  A/cJ. 


13 


(he  i/are  or  mre.iedj 


Cr. 


1^— 
May 


Net  Capital 


■   12 
IS 
12 
IS 

10 

SO 

20 

SOU 

75 

50 
50 

19^ 
May 

1 
10 
30 
31 

3075 

75 

June 

1 

yet  (/aiu 


Net  Capital 


12 

1000 

12 

1500 

25 

^12 

500 

n 

75 

50 

3075 

75 

13 

SOU 

SO 

Exercise  No.  4. 

Journalize,  post,  enter  the  net  gain,  balance,  and  close  the  Proprietor's  account — "  G.  Grand, 
Capital  A/c."  Is  he  a  debtor  or  a  creditor  of  the  business  1  Is  the  balance  an  asset  or  a  liability 
of  the  business  1     AVliat  is  the  balance  as  regards  himself  % 

,St.  Thomas,  June   1,  19 — .     G.  Grand  invested,  Mdse.  $2000. 

6.  G.  Grand  withdrew  from  the  business,  cash  $50. 

10.  G.  Grand  invested  in  the  bu.uness,  cash  $1500. 

-18.  G.  Grand  took  for  private  use,  Mdse.  $60.50. 

2-t.  G.  Grand  invested  ;  i  the  business,  cash  .$500. 

29.  G.  Grand  withdrew  from  the  business,  cash  $30. 
Net  gain  on  Jr.ne  29,  $120.60. 

16.  The  terms  Debtor  and  Creditor  have  their  true  meanmg,  only  in  the  first  class  of  accounts — Personal 
Asset  and  Liability  accounts.  The  persjn  whose  name  is  at  the  head  of  the  account  is  a  debtor 
— he  owes  to  our  business  the  amounts  on  the  debtor  side  of  his  account  ;  and  he  is  a  creditor — 
he  is  owed  by  our  business  the  amounts  <m  the  creditor  side. 

In  the  second  and  third  classes  of  accounts  mentioned  in  Section  10,  the  terms  Debtor  and 
Creditor  do  not  have  this  ordinary  meaning.  In  the  second  class — Impersonal  Asset  and  Liability 
accounts,  the  debtor  side  shows  the  amounts  of  Cash,  Bills  Receivable,  Bills  Payable,  etc.,  received 
by  our  business  ;  and  the  creditor  side  shows  the  amounts  of  Cash,  Bills  Receivable,  Bills  Payable, 
etc.,  given  by  our  business.  In  the  third  class — Loss  and  Gain  accounts,  the  debtor  side  shows 
the  cost  to  our  business  of  Merchandise,  E.xpense,  Real  Estate,  Interest,  Discount,  Commission, 
etc.  ;    and  the  creditor  side  shows  the  proceeds  for  our  business  of   Merchandise,   E.xpense,  etc. 


IMPERSONAI,    ASSET   AND   I^IABIlylTY   ACCOUNTS. 

17.  Instructions  to  the  Pupil : 

(rt)  We  shall  now  deal  with  the  second  class  of  accounts — Impersonal  Asset  and  Liabihty  accounts 

— Cash,  Bills  Receivable,  Bills  Payable,  etc. 
(6)  Keep  your  mind  fixed  on  the  account   under   consideration,   and  tliink   whether   the  business 

received,  or  gave  the  item  mentioned. 


It 
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(e)  ^^^lea  any  of  the  accounts  of  Class  II.  or  Class  III.  are  mentioned  in  a  transaction,  you  must 
make  an  entry  for  such,  whether  the  transaction  be  on  account  or  not.  For  an  account  of 
Class  I.   there  is  an  entry  for  the  person,   only  when  the  transaction  %,■>  on  accouiit. 

18.  Journalizing  Rule  II. 

Make  Jiii[icrsnii.il  Asset  and  Liabilit}'  accounts  debtor  for  values  received  by  the  busines.s,  and 
creditor,  for  \-alues  given  by  the  business. 

19.  Cash  Account. 

Make  this  account  debtor  for  all  cash  received  by  the  business,  and  creditor  fur  all  cash  given 
by  the  business. 

The  term  Cash  includes  current  money,  chccjues,  liank  drafts,  sight  drafts,  post  office  money 
orders,   postal  notes,   and  express  money  orders. 


EXERCISES    ON   CASH    ACCOUNT. 
Exercise  No.  5. 

Ji>imialize,  post,  balance,  and  close  CJasli  Account,  leaving  room  in   both  .Journal  and  Ledger 
to  continue  with   E.k.   Xo.    6. 

Winnipeg,  ,Iul\-  2.  19 — .      Received  cash  from  the  Proprietor  as  an  investment,  $oOO. 

4.  Gave  cash  for  Office  Desk,  .§-50. 

11.  Paid  cash  for  Mdse.,  $200.2.5. 

18.  Received  cash  for  Mdse.,  $100. 

30.  Paid  cash  to  T.  Dunn  on  account,  060. 

20.  Journal— for  Cash  Account  only. 

WIXXIPEG,  July  2,  19—. 


U 
U 
14 
U 
U 


Ctuih  iJr 


C'luh  Cr. 


11 


Cash  Or. 


Cash  Dr 


IS 
SO 


Cash  Cr. 


300 


100 


50 


60 


25 


21.  Ledger  for  Cash  Account. 

T)k.  (ire  receirtdj 


ID— 

July 

IS 

Aug. 

1 

Balance 


CASH. 


u 
u 

300 
100 

i  0  0 

IB- 
July 

4 
11 
30 

400 

u 

89 

75 

five  gave) 


BcUarux  ■ 


Ck. 


14 

50 

14 

SOO 

£5 

14 

60 

3  1  0 

as 

U 

89 

75 

400 
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22.  Closing  Cash  Account. 

The  Debtor  side  can  never  be  less  than  the  Creditor  side.  Why  1  Take  the  difference 
between  the  two  sides  ;  this  will  give  the  balance  of  cash  on  hand.  Place  the  balance  on  the 
smaller  side  in  red  ink,  rule  and  foot  the  columns,  and  bring  d<jwn  the  balance  on  the  opposite  side 
in  bUw'k  ink.     This  debtor  balance  is  an  asset. 

Note. — If  Cash  Accoiinb  be  made  to  include  Bank  Account,  then  the  creditor  side  of  Casli  Account  nia\'  bo  the 
greater  owing  to  aii  overdraft  on  the  bank. 

Exercise  No.  6. 

Journalize,  post,  balance,  and  close  Cash  Account,  making  it  a  continuation  of  Cash  Account  in 
Ex.  No.  -5.      Why  is  the  balance  always  an  asset  '? 

Winnipeg,  August  1,  19 — .      Received  cash  from  P.  Mark  on  account,  #70. 

8.  Proprietor  withdrew  for  private  use,  ca.slr  $20. 

14.  Sold  M.  Spence  on  account,  Mdse.  $100. 

-20.  Bought  from  T.  Dunn  for  cash,  Mdse.  ©80.  oO. 

•24.  Sold  R.  Gray  for  cash,  Mdse.  $150.70. 

28.  Paid  cash  for  August  rent,  '$30. 

.'50.  Gave  cash  to  the  Children's  Hospital,  $10. 


23.  Ledger  for  Cash  Account — closed  twice. 


1)K. 


Cii'i^  rereirefl ) 


r.is/r. 


Ore  'jarf  ) 


Cr. 
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15 
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1    400 
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15 
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S 

15 

20 

1 

13 

7U 

20 

15 

SO 

50 

n 

15 

150 
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Exercise  No.  7. 

Journalize,  post,  balance,  and  close  Cash  Account,  leaving  room  to  continue  with  Ex.  Xo.  8. 
What  amount  of  cash  was  received?  WTiat  amount  of  cash  was  paid  out  ?  What  is  the  balance 
on  liand  ? 

Kingston,  September   3,    19 — .      Received  cash  from  Pupil  as  an  in\estment,  .SuOO. 
9.   Gave  cash  for  Mdse.,  $200.50. 
">17.    Received  cash  fi-om  D.  Smitli  on  account,  $300. 
23.   Gave  cash  to  R.  W^hite  on  account,  $100. 
27.  Gave  cash  to  B.  Saul  foi-  Md.se.,  $50.25. 
30.   Received  cash  from  A.  Dame  for  Mdse.,  $300.50. 
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Exercise  No.  8. 

Journalize,  post,  balance,  and  close  Cash  Account,  making  it  a  continuation  of  Cash  Account  in 
Exercise  No.  7.      What  is  the  balance  called  1 

Kingston,  October  .1,    19 — .      Pupil  invested  extra  cash  $600.50. 
■  8.   Gave  R.  Moore  on  account,  cash  $100. 
.15.   Bouglit  Mdse.  for  cash,  §300. 
.  22.   8old  Md,se.  for  cash,  $200.50. 
26.  J.  Mason  paid  on  account,  cash  8100. 
28.   Paifl  \\.  Potter  on  account,  cash  $200. 
31.    Paid  clerk's  salary  in  cash,  $50. 

24.  Bills  Receivable. 

(Jthcr  persons'  notes  and  acceptances  are  called  Bills  Receivable.      The  following  is  K.   Spiers' 
promissory  note,  in  which  he  promises  to  pay  the  amount  specified  : 


rjeti   (lan^ ~ -after  date  r/  promise  to  pau 

to  tne  orc/er  of  <iy}(f'/u<fetot^^~-^^^~ 
at   rJ/is  ./ni/ic}<(ff'  r/jfifi/c^^^^^--  ^ 

%c^    y&m/rcJ'- ^-^^^ — .._^^^^^^-. ^ _.,..^_^.  ^  ^olli 

for    Value    cJ\.eceioe<J.  "^^    y/^^ 


ars 


/iters. 


Instead  of  giving  the  foregoing  note,  K.  Spiers   might  have  given  the  following  acceptance  or 
aci'epted  draft. 


'^'^'  loo  ^om/oH,    ^y  Vo'VemSer^   /,    J. 9 — 


100 


^  ,^en    rt^yi— ^--^after  ^ate,  pai^ 

to  the  orae/*  of  m^Mf/-^-^^-^ — — -^- -.^.^-.^-.'-^-^^v^.-^ -^ ^-.^^^^^ 

.%:<^    MnMd\^^--^ ^9)oaars 

for   ya//he   ^yxe^tef^.^.    an^  charge  to  the  account  of 
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Tlie  Proprietor  writes  tlie  draft  and  addresses  it  to  K.  Spiers,  asking  him  to  pay  the  amount 
specified  ;  K.  Spiers  agrees  to  do  so,  by  writing  "accepted"  and  his  name  across  the  face  of  the 
draft.  It  is  better  also  to  write  the  date  of  acceptance  and  a  place  of  payment,  across  the  face  of 
the  draft. 

25.  Bills  Receivable  Account. 

i\Iake  this  account  tlebtor  for  other  persons'  notes  and  acceptances  received  by  our  business, 
and  creditor  for  other  persons'  notes  and  acceptances  given  by  our  business. 

We  receive  them  on  account  or  for  something  we  sell  ;  and  we  give  them  back,  when  thev  are 
paid,  or  otherwise  disposed  of. 

The  first  entry  in  this  account  is  made  on  the  debttir  side,  and  the  difference  (if  anv)  between 
the  two  sides  must  always  be  a  debtor  balance,  and  therefore  an  asset.  This  balance  is  the  amount 
of  other  persons'  notes  and  acceptances  on  hand. 


EXERCISES    ON   BII.I,S    RECEIVABI^E   ACCOUNT. 

Exercise  No.  9. 

Journalize,   and  post  Bills  Receivable  Account,   leaving   room  to  continue  with  Ex.  No.    10. 
What   amount  of  other  persons'  notes   was  received  '      What  amount  was  gi%'en  back  ?      \Miat 
balance  is  still  on  hand  \      Is  this  balance  an  asset  or  a  liability  ? 
Stratford,  November  1,  19 — .      Received  K.  Spiers'  note,  S200.60. 
6.   Received  S.  Parks'  note,  S300. 
U.  Gave  back  K.  Spiers'  note,"  $200.60. 
26.   Received  B.  Clark's  note,  $400. 
30.   Gave  back  S.  Parks'  note,  $300. 


26.  Ledger  for  Bills  Receivable  Account. 


I>f:. 


(irf  rfrfivfd  ) 


BILLS   RECEIVABLE. 


( }i'f_   fjarp  hrifh ) 


Tr. 


I'J— 
Nov. 


• 

ly— 

17 

WO 

60 

Nov. 

U 

17 

^ 

30 

17 

400 

900 

no 

17 

17 


300 
300 


60 


Exercise  No.  10.  ' 

Journalize,  post,  balance,  and  close  Bills  Receivable  Account,  making  it  a  continuation  of  the 
account  in  Ex.  No.  9.  Close  in  the  same  manner  as  illustrated  in  Sec.  14  (6).  What  is  the 
balance  called  ? 

Stratford,  December  2\19 — .      Received  from  N.  Shore  on  account  his  note  for  $250.50. 
■40.  Sold  K.  Spiers  on  his  acceptance,  Mdse.  $275. 

15.  N.  Shore  paid  his  note  of  Dec.  2  in  cash,  $250.50.     (Gave  it  back  to  him.) 
21.   Sold  S.  Parks  on  his  note,  Mdse.  $150. 
24.   B.  Clark  paid  his  note  of  Nov.  26  in  cash,  $400. 
28.   Received  from  D.  Hart  on  account,  his  acceptance  for 
\31.   K.  Spiers  paid  his  acceptance  of  Dec.  10  in  cash,  $275. 


u 
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Exercise  No.  11. 

Write  out  the  notes  and  acceptances  on  Jan.  4,  8  and  20.  Journalize,  and  post  Bills  Receivable 
Account,  leaving  room  to  continue  with  Ex.  No.  1 2.      Find  the  balance  on  hand. 

St.  Catharines,  January  2^19 — .  Received  from  tlie  Proprietor  as  an  investment,  A.  Dame's 
note  $200.7-5,  and  R.  Smith's  acceptance  $300. 

4.  Sold  T.  Marshall,  Nia-ara  Falls,  on  his  note  at  10  days,  Mdse.  S2.30.2.5. 

8.   Received  from  B.  White,  Hamilton,  on  account,  his  acceptance  at  30  days  for  $160. 
15.  A.  Dame  paid  his  note  due  to-day,  $fl)0.75.     (Gave  it  back  ti->  him.)^ 
17.   Received  cash  for  T.  Marshall's  note,  $230.25. 

20.   Sold  C.  Hurst,  Toronto,  on  his  acceptance  at  60  days,  Mdse.  $150.60. 
31.    R.  Smith  paid  liis  acceptance  for  $300. 

Exercise  No.   12. 

Write  out  tlie  notes  and  acceptances  on  Feb.  1,  5,  19,  23.  Journalize,  post,  balance,  and  close 
Bills  Receivable  Accomit,  making  it  a  continuation  of  the  account  in  E.x.  No.  11.  What  is  the 
balance  called  1 

St.  Catharines,  February  1,  19 — .  Sold  M.  Roberts,  Grimsby,  on  his  note  at  10  days,  Mdse. 
$130.50. 

5.  Received  from  G.  Teagle,  Dundas,   in  full  of  his  account,   liis  acceptance  at   20  days  for 

$270.20. 
10.   B.  AVhite  paid  his  acceptance  of  Jan.  8  in  cash,  $160. 
■   ,12.   Sold  T.  Marshall  on  account,  Mdse.  $200.      (Why  no  entry  for  Bills  Receivable  ?) 
U.   M.  Roberts  settled  his  note  of  Feb.  1  in  cash,  $130.50. 

i  9.   D.  Foster,  Hamilton,  settled  his  account  with  his  acceptance  at  1 0  days  for  $90. 
23.   Sold  R.  Smith,  Welland,  on  his  note  at  1  month,  Mdse.  $70.50. 
2S.   G.  Teagle  paid  his  note  of  Feb.  5  in  cash,  .$270.20.  » 

27.  Bills  Payable. 

The  Proprietor's  own  notes  and  acceptances  are  called  Bills  Payable.  They  are  signed  by  him 
as  Proprietor,  but  are  payable  by  the  business  ;  if,  however,  the  business  cannot  pay  them,  the  law 
compels  him  to  pay  them  out  of  any  private  means  he  may  have.  The  following  is  the  Proprietor's 
note,  in  which  the  business  jimmises  to  pay  the  amount  specified. 


//<?<?. 


00. 


0ne 

to  JA.    ^/(('e^i^ 

at  ^Ae  zywAerial  <L/)anK-^ 

(L/ne   ^i((n(/ffC(/-~^ -^ 

for    Value    ^Jvecelvec/. 


-after  date  ^  promise  to  paij 
^^^^^ ^.^^^^^^.- ^  or  order 


^  9)oaars 
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The  expi'ession  "to  K.  Spiers  or  order"  has  the  same  meaning  as  "to  the  oider  of  K.  Spiers," 
and  either  may  be  used.  Tlie  word  order  requires  K.  Spiers  to  endorse  tlio  paper,  that  is,  write 
liis  name  across  the  back,  when  he  receives  pajTiient. 

Instead  of  giving  the  foregoing  note,  the  Proprietor  might  ha\e  given  the  following  acceptance, 
in  which  the  business  agrees  to  pav  tlie  amcuuit  asked  for  by  K.  Spiers. 


^             Nj                 vi^ne   monm  -^  after  oate,  pai^ 

to  M/uHe/pt^^^^-^X""-^ — ~-^-.-  — .^^-^-^^...^.^or  order 

One  ^m^^^ei/^^- — ^^^^^^.  .^.  ^^ .^^  £/)o//ars 

"V,              "^                C^  lOO 

/or   }'lt//z§  c^eceived,    and  charge  to  tAe  account  of 

Uo  ^>^/twem^,  ^yt.  ^//(c/'s. 


28.    Bills  Payable  Account. 

Make  this  account  delitor  for  all  of  our  own  notes  and  acceptances  recei\'ed  (back)  by  our 
business,  and  creditor  for  all  of  our  o\\  n  notes  and  acceptances  given  by  our  business. 

We  give  them  on  account  or  for  something  we  buy  ;  and  we  I'eceive  them  back  when  they  are 
jiaid  or  otherwise  redeemed. 

The  first  entry  in  this  account  is  made  on  the  creditor  side,  and  the  diiTerence  (if  any)  between 
the  two  sides  must  always  be  a  creditor  balance,  and  therefore  a  liability.  This  balance  is  the 
amount  of  our  own  notes  and  acceptances  outstanding. 


EXERCISES    ON   BII,I,S   PAYABI^E   ACCOUNT, 

Exercise  No.  13. 

[Make  a  copy  of  the  foregoing  note  and  acceptance.  Journalize,  and  post  Bills  Payable 
Account,  leaving  room  to  continue  with  Ex.  No.  14.  What  amount  of  our  notes  was  given  out 
(issued)'  ^^niat  amount  was  received  back  (redeemed)'?  What  amount  is  still  outstanding  or 
unpaid  ?     Is  this  balance  an  asset  or  a  liability  % 

Woodstock,  March  1,    19 — .      Gave  our  note  for  $100  to  Iv.  Spiers,  Hamilton,  on  account. 
4.  Gave  our  note  for  $200  to  J.  Robb  for  Mdse. 
8.   Bought  Mdse.  $150  and  gave  our  note  in  pajnnent. 
18.   Received  (back)  our  note  of  Mar.  4,  $200. 
20.  Gave  our  note  for  $175  to  B.  Smith  on  account. 
23.   Paid  our  note  of  Mar.  8  in  cash,  8150.     (Received  it  biick.) 
27.  Bought  Md.se.  $225.50  on  our  note. 
30.   Paifl  our  note  of  Mar.  20  in  cash,  $175. 
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29.   Ledge  I-  for  Bills  Payable  Account. 


Dr. 


ftrf  received  ha-ck) 


BILLS   PAYABLE. 
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Cr. 


19— 

19— 

Mar. 

IS 

19 

mo 

Mar. 

19 

100 

fiS 

19 

150 

1 

19 

200 

30 

19 

175 

S 
W 
27 

19 
19 
19 

150 
175 
SS5 
sso 

so 

so 

Exercise  No.  14. 

Write  the  notes  and  acceptances  on  April  1,  12  and  27.  .Joui-nalize,  post,  balance,  and  close 
Bills  Payable  Account,  making  it  a  continuation  of  the  account  in  Ex.  No.  13.  Wliat  is  the 
balance  called  ? 

Woodstock,  April  1,  19 — .      Bouglit  from  J.  Rnbb,  Brantford,  on  our  note  at   20  days,  Mdse. 

SI  2."). no. 

4.   Paid  our  note  of  March  1  in  casli,  SIOO. 
12.   Gave   our  acceptance   at    \b   days  for  S200,   to   B.   Smith,   Ingersoll,   on 

account. 
18.   Paid  our  note  of  Mar.  27  in  cash,  $225.50. 
24,   Settled  our  note  of  April  1  in  cash,  $125.50. 
27.   Bought  from  K.  Spiers,   Hamilton,  on  our  acceptance  at    10  days,  Mdse. 

$170.25. 
30.   Paid  our  acceptance  of  April  12  in  cash,  $200. 

Exercise  No.   15. 

^^'rite  tlie  notes  and  acceptances  on  ilaj-  1,  7,  18,  28.  Journalize,  and  post  Bills  Payable 
Account,  leaving  room  to  continue  with  Ex.  Iso.  16.     What  is  the  balance  1 

Montreal,  May  1,  19 — .      Pupil  (Pi-oprietor)  has  a  note  outstanding,  dated  April  11,  at  30  days 
for  $1 10,  favour  of  R.  Proctor.     The  business  assumes  this  note.      (Bills  Paj-.  Cr.) 

-  7.   Accepted  draft  drawn  by  B.  Preston,  Quebec,  at  10  days  for  $80. 
■14,   Paid  note  favour  of  11.  Proctor  in  cash,  $110. 

18.   Bought  from  N.  Prior,  Ottawa,  on  my  acceptance  at  10  days,  Mdse.  .'J120.50. 

20.   Paid  my  acceptance  of  May  7  in  cash,  $80. 
-28.  Gave  P.  Spoice  on  account  my  note  at  1  month  for  $30. 

31.   Settled  iny  acceptance  of  May  18  in  cash,  $120.50. 

Exercise  No.  16. 

.Journalize,  jiost,  balance,  and  close  Bills  Payable  Account,  making  it  a  continuation  of  the 
account  in   Ex.    No.    15. 

^Montreal,  .June   1,    19 — .     Bought  from  P.  Spence  on  my  note  at  10  da_vs,  Mdse.  $75.60. 
6.   Accepted  R.  Proctor's  draft  at  15  days  for  $130. 
14.   Paid  my  note  favour  of  P.  Spence  in  cash,  $75.60. 
17.   Gave  N.  Prior  on  account  my  note  at  30  days  for  $65. 
24.   Paid  my  acceptance  of  June  6  in  cash,  $130. 
29.   Bought  from  C.  Rogers  on  my  note  at  10  days,  Office  Desk  $35. 
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Exercise  No.   17. 

Journalize,  and  post  Bills  Receivable  Accoui'i^and  Bills  Payable  Account.  Leave  the  accounts 
unclosed,  but  find  the  balance  from  pin-head  totals,  and  determine  whether  thev  are  assets  or 
liabilities.      "  His  note  "  is  a  Bills  Rec. ;  "  my  note  "  is  a  Bills  Pay. 

Brantford,  July  S,    19—.      Pupil  invests  N.  Mott's  note,  $30. 

4.   Sold  D.  Powell  on  his  acceptance,  Mdse.  S50. 
8.   Ga\'e  A.  Martin  ou  account  my  note,  $60. 
11.   Received  from  N.  Mott  on  account  his  note,  $20. 
1.5.   Bought  from  A.  Martin  on  my  note,  Mdse.  $100. 
18.   N.  Mott  paid  his  note  of  July  2  in  cash,  $30. 
20.   Settled  my  note  of  July  8  in  cash,  $60. 
28.  Sold  D.  Powell  for  cash,  Mdse.  $200. 
2-5.   Received  cash  for  N.  Mott's  note  of  July  11. 
\  29.   Accepted  K.  Martin's  draft  on  account,  $300. 

31.   Paid  mv  mito  of  .Tulv  1-5  in  cash. 


I,OSS   AND    GAIN   ACCOUNTS. 

30.  Loss  and  Gain  Accounts. 

This  third  class  of  accounts  includes  ilerchandise,  Expense,  Real  Estate,  Intei-est,  l)iscount. 
Commission,  and  any  other  accounts  in  connection  with  thimis,  iigfg  or  serinces,  which  cost  or 
jiroduce  value  to  our  business.      They  are  all   Impersonal  Accounts. 

31.  Journalizing — Rule  III. 

Make  Loss  and  Gain  Accounts  debtor  for  costs,  and  creditor  for  proceeds, 

32  (a).  Merchandise  Account. 

Make  this  account  debtoi-  fin-  the  cost  of  goods,  and  creditor  for  the  proceeds  from  goods. 
Cost  includes  purchases,  goods  returned  by  customers,  freight  paid  on  goods,  etc.  ;  p)-oceeds  includes 
sales,  goods  returned  bv  us.  etc. 


EXERCISES    ON    MERCHANDISE   ACCOUNT. 

Exercise  No.  18. 

Journalize,  post,  and  close  Merchandise  Account,  leaving  room  to  continue  with  Ex.  No.  19. 
Guelph,  Augast  1,    19—.     Bought  Mdse.  $300.2.5. 
5.  Sold  Mdse.  $200.50. 
9.   Bought  from  R.  Graham,  Mdse.  $400. 
12.   Sold  to  L.  Parker,  Mdse.  $100. 
16.  Sold  to  T.  Sampson  on  account,  Mdse.  $250. 
19.   Bought  from  D.  Adams  for  cash,  Mdse.  $100. 
28.   Sold  to  R.  Henry  for  cash,  Mdse.  $150. 
31.   Sold  balance  of  Mdse.  by  auction  for  $200. 

Caution. — Although  the  later  illustrations  show  only  the  Ledger,  still  the  Pupil  should 
faithfully  journalize  the  account  dealt  with  in  each  exercise,  as  illustrated  in  Sections  13  (6)  and 
■JO.  ^le  is  learning  to  journalize  and  post  each  account  by  itself;  .soon  he  will  be  required 
to  consider  (iR  the  accounts  in  each  transaction. 
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(b)  Ledger  for  Merchandise  Account. 

I>K.  ^r,.v/^  MICRCHAXDISE. 


f  ]iroi:f^fl^) 
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O.oO 
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(c)  Remarks. 

1.  Ill  all  /<iss  and  i/ain  accounts,  eitlit>r  side  may  lie  the  greater.  If  the  debtoi'  side  be  the  greater, 
then  the  result  is  a  loss  :  if  the  creditor  side  be  the  greater,  then  the  result  is  a  gain. 

2.  In  the  foregoing  Merchandise  Account,  the  result  is  a  i/ain.  The  gain  is  placed  on  the 
smaller  side — the  debtor  side,  to  balance  the  account  :  it  is  written  in  red  ink  to  indicate 
that  it  is  on  its  wrong  side.  Do  not  bring  tlie  "  Gain  '  down  below  the  ruling,  as  nothing 
but  assets  and  liabilities  are  brought  down. 

Exercise  No.  19. 

.Journalize,  post,  and  close  Merchandise  Account,  making  it   a  continuation  of  the  account  in 
E.K.  Xo.  IS. 

Guelph,  September  3,    19 — .      Bought  from  11.  Gi'aham  on  account,  Mdse.  §320. 
10.   Sold  L.  Parker  for  cash,  Mdse.  !?60.2.5. 
16.   Sold  T.  Sampson  on  his  note  at  10  days,  Mdse.  S50. 
20.   Bought  from  D.  Adams  on  our  acceptance  at  30  days,  Mdse.  $260.50. 
24. 'Sold  R.  Henry  on  account,  Mdse.  §130. 
30..  Sold  Mdse.  for  cash  (Petty  Sales  for  the  month),  -8270.60. 
Inventory  taken  Sept.  30. 
^rcn-rhandise  on  hand 81 20. .50 

33  (a).  Ledger  for  Merchandise  Account. 
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Total  proceeds S510.85 

Inventory — goods  on  h;ind 120.50  (add). 

Total  value,  Ci- 8631.3.") 

Total  cost,  Dr 580. -50  (subtract). 

Gain .S  50.85 

(6)  Remarks. 

1.  The  foregoing  Merchandise  Account  shows  August  closed  without  an  Inventory,  and 
September  closed  with  an  Inventory. 

2.  The  Inventory  is  placed  on  tlie  creditor  side  to  find  the  gain,  but  being  a  part  of  the  cost,  is 
on  its  wrong  side  and  is  written  in  red  ink.  The  dilFerence  at  this  stage  is  tlie  gain  on 
Merchandise,  and  is  placed  on  the  smaller  side  to  balance  the  account ;  and  being  on  the 
wrong  side  (the  loss  side)  it  is  written  in  red  ink.  The  Inventory  is  brought  down  below 
the  ruling  on  its  right  side  (the  debtor  or  cost  side)  in  black  ink,  as  a  cost  for  the  next 
month. 

3.  Instead  of  adding  the  Inventory  to  the  proceeds,  the  same  result  would  obtain  if  we  should 
subtract  it  from  the  cost.      It  is  more  convenient  in  the  Ledger  to  show  it  as  an  addition. 

Exercise  No.  20. 

Journalize,  post,  and  close  Merchandise  Account.      Is  the  difierence  between  the  sides  a  loss  or 
a  gain  % 

Montreal,  October  Iv  19 — .      Pupil  invested  Mdse.  §300. 

2.  Bought  from  R.  Quail  on  account,  Mdse.  8200.50. 
5.  Sold  to  F.  Somers  for  cash,  Mdse.  $100. 

10.  Sold  to  K.  Spencer  on  account,  Mdse.  $50.75. 

11.  Bought  from  E.  Galley  on  my  note  at  30  days,  Mdse.  $300. 
16.  Sold  to  M.  Peters  on  his  note  at  15  days,  Mdse.  $400. 

23.  Bought  from  E.  GaUey  for  cash,  Mdse.  $250. 
31.   Sold  to  F.  Somers  on  his  acceptance  at  10  days,  Mdse.  $75. 
Inventory  taken  Oct.  31. 
Merchandise  on  hand $450. 

34.  Expense  Account. 

Goods  bought  for  the  purpose  of  selling  again  are  called   "  Merchandise."       Goods  or  .service  for 
the  use  of  our  business  are  called  "  Expense." 

Make  Expense  Account  debtor  for  costs  and  creditor  for  proceeds. 


EXERCISES   ON   EXPENSE   ACCOUNT. 

Exercise  No.  21. 

Journalize,  post,  and  close  Expense  Account,     ^^^^at  is  the  amount  of  loss  ? 
Biandon,  November  1,    19 — .     Bought  a  set  of  books  f(ir  office,  $15. 
5)   Paid  for  painting  store,  $15. 
9.  Bought  fuel  for  store,  $10. 
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12.   Paiil  clerk's  salaiy  in  cash,  S20. 
18.   Paid  for  repairs  to  store,  S25. 
25.   Paid  gas  bill  in  casli,  S8. 
30.   Boufjht  stamps  and  stationery  for  cash,  §2. 
Inventory  taken  Xov.  30. 
Fuel  1  >n  hand §3. 

Exercise  No.  22. 

Journalize,  and  post  all  of  the  accounts.     Write  the  Journal  entry  for  each  transaction  as  in 
Section  6.     Close  only  Cash  and  Expense  Accounts. 

Vancouver,  December  2,  19 — .      Pupil  invested  cash,  iJlOO. 

3.  Bought  office  desk  for  cash,  S3.5. 

6.  Bought  fuel  for  store  from  E.  Rogers  &  Co.  foi-  cash,  S20. 

9.  Paid  for  cleaning  store,  cash  82. 

12.  Paid  S.  Moore  for  repairing  counters,  cash  SIO. 

19.  Bought  wrapping  paper  for  cash,  $12. 

23.  Sold  office  desk  for  cash,  §34. 

30.  Paid  rent  of  store  in  cash,  S25. 

35  (a).  Rules  for  Journalizing. 

I.   For  Personal  Asset  and  Liability  Accounts. — Make  a  person  debtor  fur  wliat  he  receives  on 
account,  and  creditor  for  what  he  gives  on  account. 

II.   For   Impersonal   Asset  and  Liability  Accounts. — Make  these   accounts   debtor  for   what   is 
received  by  the  business,  and  creditor  for  what  is  given  by  the  business. 

III.   For  Loss  and   Gain    Accounts. — Make    these    accounts    debtor    for   costs,    and    creditor    for 
proceeds. 

{b)  Remarks. 

1.  Steps  in  making  a  Journal  entry  :  (a)  Determine  which  of  the  accounts,  mentioned  in  the 
transaction,  are  concerned,  and  which  are  to  be  rejected  ;  (b)  Select  first  the  debits  and  then 
the  credits. 

2.  ]\Iake  no  entry  for  a  Personal  Account,  even  though  the  name  be  mentioned,  unless  the 
transaction  be  on  account ;  but  make  an  entry  for  Cash,  Mdse.,  etc.,  when  they  are  men- 
tioned, whether  the  transaction  be  on  account  or  not. 

3.  Wlien  ojaening  the  books  at  commencement  the  foregoing  rules  still  apply  :  («)  Persons  are 
debtor  for  what  they  owe,  or  have  received  on  account ;  and  they  are  creditor  for  what  is 
owed  them,  or  what  they  have  given  on  account.  (6)  Cash,  Bills  Rec,  etc.,  on  hand  or 
invested,  are  debtor,  because  they  have  been  received  ;  Bills  Pay.,  etc.,  are  creditor,  because 
they  have  been  given.  (<■)  Mdse.,  etc.,  on  hand  or  in^•ested,  are  debtor,  because  the\^  are  a 
cost  ti;>  the  business. 

In  sliort,  when  opening  the  books,  make  tlie  Assets  debtor  and  the  Proprietor  creditor 
for  the  amiiunt  of  his   Assets,   and    make    the    Proprietor    debtor    for    the    amount    of    his 
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Liabilities  ami  the  Liabilities  themselves  creditor  ;  or  make  the  Assets  debtor,  the  Liabihties 
cretlitor  and  the  Proprietor  creditor  fur  tlie  diiFerence  between  his  Assets  and  Liabilities. 
(See  Section  ^^o.   59.) 

36.  Business  Papers — Receipts  and  Promissory  Notes. 

Various  forms  of  receipts  can  be  made  from  the  example  {a)  following,  by  changing  "  on 
account"  to  "in  full  of  account,'  "in  full  of  all  demands,"  etc.  In  the  example  (c)  the 
expression  "  to  the  order  of  G.  Grand  "  may  also  be  written  "  to  G.  Grand  or  order "  without 
change  of  meaning  ;  thS  word  "  order  "  makes  it  necessary  for  G.  Grand  to  endorse  the  paper 
(write  his  name  across  the  back)  before  transferring,  or  parting  with  it  in  any  way.  In  the 
example  (c?)  if  "bearer"  be  written  instead  of  "order,"  then  there  is  no  need  of  endorsement. 

(a)  Receipt  on  Account. 
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Instead  of  a  receipt  on  a  separate  j)iece  of  paper,  as  in  the  foregoing  examples,  a  receipt  may 
be  written  on  a  bill  or  invoice,  as  in  Section  71,  or  on  a  cheque  given  in  pajnnent. 

Business  courtesy  demands  that  the  person  receiving  a  paynlent  should  give  a  receipt  for  the 
same  without  being  asked.  Any  one  making  a  pajTnent  of  any  kind  should  ask  for  a  receipt,  if  the 
recei\'er  neglect  to  offer  one. 
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(c)  Promissory  Note. 
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In  the  printed  form  of  a  promissory  uute,  the  jnaker  or  any  holder  may  cross  out  ''bearer"' 
and  insert  "  order  "  ;  but  onlj'  tlie  makei-  may  cross  out  "^)rder"  and  insert  "bearei-,"  and  he  must 
place  his  initials  near  the  change. 

[d]  Promissory  Note  with  Place  of  Payment  and  Bearing  Interest. 
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Exercise  No.  23. 

{a)  .Journalize  all  the  accounts,  wi-itiug  them  as  in  Section  6  ;  you  need  not  do  the  posting. 
(/>)   Make  out   receipts  for  Jan.  1-5  and   Ifi  ;   and  promissory  notes  for  Jan.  6,  10,  11,   18,  23, 
24  and   i.".. 
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Peterlji.irci',   Jaiiuarv   2,    19 — .      G.   Grand   commences  business,   inxesting   (gi\'ing  on  account) 
Cash  §2000  ;  Mdse.  $1500  ;  Store  and  Lot  (Real  Estate)  $1800. 

3.  Engaged  Pupil  as  bookkeeper  at  $20  per  month. 

4.  Sold  S.  Dame  on  account,  Mdse.  8300. 

5.  Sold  S.  Dame  for  cash,  Mdse.  $200. 

6.  Sold  S.  Dame  on  his  note  at  4  days,  Mdse.  $100.50. 

8.  Bought  from  P.  Kerr  on  account,  Mdse.  $500. 

9.  Bought  from  P.  Kerr  for  cash,  jMdse.  $400. 

10.  Bought  from  P.  Ken-  or,  our  note  at  4  da_vs,  Mdse.  $600. 

11.  Loaned  S.  Dame  on  liis  note  at  20  days,  cash  $75. 

12.  Loaned  S.  Dame  on  account,  cash  $125. 

13.  S.  Dame  paid  his  note  of  the  6th  inst.  in  cash. 

15.  S.  Dame  paid  cash  on  account,  $50. 

16.  Paid  P.  Kerr  on  account,  cash  $250. 

17.  Paid  our  note  of  the  10th  inst.  in  ca.sh. 

18.  Borrowed  from  P.  Kerr  on  nur  note  at  1  month,  cash  •$175. 

19.  Borrowed  from  P.  Kerr  on  account,  cash  $1.50. 

20.  Bought  from  A.  Weir  on  account,  Office  Desk,  $90. 

22.  Bought  from  A.  Weir  for  casli.  Stamps  and  Stationerv,  .^o. 

23.  Bought  from  A.  Weir  on  our  note  at  4  day.s,  Stove  for  store,  $30. 

24.  Received  from  S.  Dame  on  account,  his  note  at  2  months,  $1.30. 

25.  Gave  to  P.  Kerr  on  account,  our  note  at  10  davs,  $240. 

26.  S.  Dame  returned  the  money  loaned  him  on  the  12t!i  inst. 

27.  Returned  to  P.  Kerr  the  money  borrowed  on  the  19tli  inst. 

29.  Paid  cash  for  advertising,  .$3. 

30.  Redeemed  our  note  of  the  23rd  inst. 

31.  Paid  Pupil  his  month's  salary. 

Exercise  No.  24. 

(a)  Journalize,  and  post  all  the  accounts. 

(h)  Find  the  gain  in  Mdse.  Account  and  the  loss  in  Expense  Account  ;  enter  the  difference, 
which  is  the  net  (jain,  in  the  Proprietor's  Account,  and  balance  it.  Wliat  is  this  balance '?  (See 
Sec.  15.)     Leave  the  other  accounts  unclosed. 

(c)  Wi-ite  out  receipts  for  Feb.  20  and  28  ;  and  promissory  notes  for  Feb.  5,  14,  20  and  26. 
Wi'ite  each  business  pa|;)er  wlieu  journahzing  the  ti'ansaction. 
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Montreal,    February    1,    19 — .       G.   Graml   eonimences   business,   investing  Cash  81000,   Mdse. 
$500. 
He  engages  Pupil  as  bookkeeper  at  $20  per  month,  and  rents  store  2vo.  29  Notre  Dame 
St.,  from  F.  Smith  at  $2.5  per  month. 

2.  Solil  K.  ^Morris  on  aeeount,  250  bush.  Wheat  @  $1. 

3.  Sold  K.  iSI.)rris  for  cash,  200  bush.  Oats  @  30c. 

"'^  5.  Sold  K.  Morris  on  his  note  at  10  days,  4  tons  Pressed  Hav  (n  $15. 

7.  G.  Grand  withdrew  from  the  business,  cash  $20. 

9.  Bought  from  K.  Morris  on  account,  Mdse.  as  per  Invoice  No.  1,  $180. 

12.  Bought  from  K.  Morris  for  casli,  Mdse.  as  per  Inv.  2,  $70. 

14.  Bought  from  K.  Morris,  on  our  note  at  10  days,  Mdse.  as  per  Inv.  3,  $40. 

19^  K.  Morris  settled  his  note  of  the  5th  iiist.  in  cash. 

20.  Tteceived  from  K.  Morris'  on  accimnt,  his  note  at  2  months,  .$50. 

2}^  U  Grand  invests  cash,  $100. 

iA,  Paid  for  stationery  in  cash,  $2. 

26.  Borrowed  from  K.  Morris  on  our  note  on  demand,  cash  $250. 

27.  Settled  our  note  of  the  14th  inst.  in  cash. 
Paid  Pu])il  his  month's  salary,  $20. 

29.   Paid  F.  Smith  for  February'  rent  in  cash. 

Sold  the  balance  of  Mdse.  on  hand  for  cash,  $500. 

37.  Two  Kinds  of  Bookkeeping    Double  Entry  and  Single  Entry. 

Double  Entry  ISookkeeping  deals  with  all  the  accounts  of  a  transaction — Vxith  Personal  and 
Impersonal.      Single  Entry  Bookkeeping  deals  with  Personal  accounts  only. 

In  Double  Entry,  there  ai'e  always  one  or  more  debits  and  also  one  or  more  cretlits  in  connection 
with  each  transaction  ;  the  debits  are  always  equal  in  amount  to  the  credits,  and  they  are  written 
together  as  one  journal  entry,  si:>  that  a  transaction  is  said  to  be  entered  double.  In  Single  Entry, 
each  journal  euti-v'  concerns  but  a  single  account,  and  that  a  Personal  account ;  if  a  transaction  has 
two  Personal  accounts  connected  with  it,  then  a  separate  entry  is  made  in  the  Journal  for  each,  so 
that  a  transaction  is  said  to  be  entered  single. 

In  Double  Entry,  an  entry  is  made  in  the  Journal  whether  the  transaction  is  on  account  or  not. 
In  Single  Entry,  an  entry  is  njade  in  the  .Journal,  only  when  the  transaction  is  on  account  or  partly 
on  account. 

38.  The  Journal  Day  Book. 

Tins  book  is  a  combination  of  the  Journal  and  the  Day  Book  or  Blotter.  The  Journal  portion 
arranges  the  debits  and  credits  ready  for  posting,  and  the  Day  Book  portion  gives  an  explanation  or 
history  of  tlic  transaction. 

Double  entry  bookkeeping  is  said  to  have  originated  with  the  Italians.  Lucas  di  Yergo  Wius 
the  first,  or  auuing  the  first,  to  state  the  general  princiiiles.  Since  his  time  there  have  been  many 
changes  anrl  iiiucli  advancement  in  the  application  of  these  iirinciples. 
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The  old  form  of  Day  Book  and  Journal,  as  two  separate  books,  has  been  superseded  by  the 
Journal  Daj^  Book,  a  combination  of  these  two,  generallv  now  called  simply  the  Journal.  At  first 
the  Pupil  will  post  to  the  Ledger  from  the  Journal  Day  Book  only,  but  at  a  later  stage  he  will 
use  other  Journals,   such,  as  the  Sales  Journal,   Purchase  Journal,   Cash  Journal,   etc. 


39.  Set  I. — Illustration  Set — Double  Entry — Dry  Goods  Business. 

To  the  Pupil. — Study  the  iUustralions,  and  then  work  this  siit  out  for  i/ourse/f.  Write  out 
the  business  papers  mentioned  in  (c),  either  before  commenciiiy  the  set,  or  with  each 
transaction  as  it  is  journalized.  In  the  sets  that  follow,  you  will  be  keepinij  hooks  or 
doing  business  in  various  towns  and  cities  fhroiu/hout  the  Dominion. 

Special  Features. — This  set  is  worked  out  to  illustrate  Journal  Day  Book  entries,  posting,  trial 
balance,  financial  statements,  and  the  closing  of  the  Ledger. 

Instpuetions : 

(a)  Books  to  he  used — Business  Papers,  Journal  Day  Book,  and  Ledger. 

(b)  Bu.'finess  Papers — Notes  on  Mar.  23  and  2-'>. 

(c)  Make  out  Business  Papers  and  Journalize:  post  to  the  Ledger  ;  take  a  Trial  Balance; 
take  stock  ;  make  a  Statement  of  Losses  and  Gains,  a  Summary  of  G.  Grand's  Ajc,  and  a 
Statement  of  Assets  and  Liabilities  ;  and  close  the  Ledger. 

Direetopy : 

Hunter,    T.,    Toronto,    Ont. 
Speller,   J.,   Brockville,    Ont. 

40.  Transactions — Set  I. — Illustration  Set. 

Ottawa,  March  1,  19 — .      G.  Grand  otmimences  the  Dry  Goods  Business  at  IXo.  ;^5  Sparks  St. 
with  the  following  Assets  :  Mdse.  $2000  ;  Cash  §1.500. 
2.   Sold  J.  Spellet-  on  a/o  (account),  130  j-ds.  Can.  Tweed  @  §1. 
•5.  Bought  from  T.  Hunter  on  a/c,  Mdse.  as  per  Invoice  No.  1,  .$7.5. 
6.   Paid  for  stamps  and  stationery,  $5. 

8.   Sold  J.  Speller  for  cash,  90  yds.  Scotch  Tweed  (a  i}l.bi). 
11.   Bought  from  T.  Hunter  for  cash,  Mdse.  as  per  Invoice  No.  2,  812-5. 
15.   Paid  W.  Moore  for  painting  store,  cash  §30. 
20.   Paid  T.  Hunter  on  a/c,  cash  87-5. 

23.   Sold  J.  Speller  on  his  note  at  10  daj-s,  1000  yds.  F.  Cotton  Qi  4c. 
25.   Bought  from  T.  Hunter  on  our  injte  at  30  days  Mdse.  as  per  Inv.  3,  §200. 
27.   Received  from  J.  Speller  on  a/c,  cash  .§50. 
29.   Paid  Pupil'.s  salarj-  as  bookkeeper,  .§30. 

Inventory  taken  March  30,  19 — . 
^lerchandise  (See  Section  49  for  details)   ....   §2 1 80. 

41.  Directory. 

The  Directory  in  each  set  gives  the  addresses  of  the  pers(ms  with  whom  business  is  transacted. 
These  addresses  are  to  be  used  when  making  out  the  business  papers. 
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42  (").  Journal  Day  Book — Illustration  Set. 
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Cash 

\Mdst.        -         -         - 
Sold  J:  Speller  for  cash, 
90  yd.''.  Scotch  Tweed  @  §i..W 


11 


Mdse. 


■■  Cash 


Bojightfrcnn  T.  Hmiter  for  cash,  Mdse.  \  as  per  Inr.  2 

75 

Expense         ....--- 

j  -.Cash  ...         -  -         - 

Paid  W,  Moore  for  paintiilf/  store 


20  - 


T.  Hunter 

\  Cash 
Paid  him  on  a/c 


23 


Bills  Rec. 

■■  Md.'<e.. 
Sold  ./.' Speller  OH  B.  B.  1. 
1000  yds.  F.  Cotton  @  ^c. 


Mdse. 


:  Bill-^  Payahle 


Cash 


.J.  Speller 


Boneihtfrom  T.  Hunter  on  B.  P.  I, 
Mdse.  as  per  Inr.  3.         ■         ■         - 

T ' 

Received  fro7n  him  on  a/c 


-29  ■ 


Expense 

:  Cash 


Paid  bookkeeper's  salary 


1500 


130 


75 


135 


125 


30 


40 

200 
SO 
30 


3500- 


130 


75 


135 

125 
30 

75 
40 

200 
50 
SO 
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(6)  Day  Book  Entries. 

Notice  the  two  methods  of  iniikini,'  the  Day  Book  entries,  the  second  method  conmieucing  in 
the  fore.t;ning  example  on  ]Mar.  25.  When  the  second  method  is  used  the  dalf.  lini;  ma\'  be  movetl  a 
little  further  to  the  left. 

43.  Index  to  Ledger. — Illustration  Set. 

The  Ledger  Index  enables  the  bookkeeper  to  turn  readily  to  any  account  in  the  Ledger.  Enter 
the  account  and  the  ledger  page  as  sh:)wu  in  the  following  illustration,  which  is  part  i:f  a  simple 
form  of  Index.  An  account  shoidd  be  indexed  before  it  is  opened  in  the  Ledger,  so  that  it  may  not 
he  opened  twice,  or  that  the  indexing  may  not  be  forgotten  and  the  account  tempoi'arily  lost  sight 
of.  '\^^len  forwarding  an  account  to  a  new  page  in  the  Ledger,  enter  the  nev;  page  alter  the  chl 
page  in  the  Index. 

Index  to  Ledger. 


1 
A. 

■ 
Grand,  G.,  31. 

G.. 

B. 

1 
1 

1 

M. 

Bills  ReceivMe,  S3. 

Hunter,  T.,  32. 

Bills  PmjahU,  82. 

44.  Ledger  Posted — Illustration  Set 

i. 


^  Tytam^  (Gi/zyct^  (2/c.j       ^Xyi 


/ 

30 

3300 

_ 

yy 

/■y 

< 

yc 

'te^c 

At 

<yrvc 

(cy. 

t^x 

/ 

.30 

2000 

7Q  — 

2 

30 

/30 

s 

30 

7J 

^ 

JO 

/36 

// 

30 

/Z5 

Zd 

SO 

^0 

25 

SO 

2  00 

3  OS 

z  u  oo 
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Ledgex'  Posted — lUusti-ation  Set — Cvntinned. 
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45.  Balanced  Accounts. 

^^^lenevel•  an  account  is  settled  or  balances,  particularly  a  personal  account,  it  should  be  ruled 
and  footed  on  that  date.  If  there  be  but  one  item  on  each  side,  it  should  be  ruled  onlv,  as  in  T. 
Hunter's  account.  Anj-  subsequent  entries  for  the  closed  account  should  be  placed  directly  under 
the  rulins;. 

46  (a).  Trial  Balances. 

Tn  Double  Entry  Bookkeeping,  the  Journal  shows  as  much  in  the  debtor  column  as  in  the 
creditor  column.  There  is,  therefore,  as  much  posted  to  the  debtor  side  of  the  Ledger  as  to  the 
creditor  side,  so  that  the  total  of  the  debtor  side  must  be  equal  to  tlie  total  of  the  creditor  side.  If 
we  ■nnsh  to  test  the  accuracy  of  the  posting,  we  make  a  trial  to  see  if  the  Ledger  is  in  balance.  Tliis 
is  called  "  taking  a  Trial  Balance." 

There  are  two  methods  of  taking  a  Trial  Balance. 

I.  By  Totals.  Total  the  Ledger  accounts  in  pin-head  figures  %\'ith  a  hard  lead  pencil,  make  a 
Ust  of  these  accounts  with  their  respective  debtor  and  creditor  totals,  then  find  the  two  grand  totals. 
These  must  be  equal  in  amount.      See  the  pin-head  totals  in  the  Illustration  Ledger. 

II.   Bjj  Totals  and  Balances.     Write  the  totals  of  the  loss  and  gain  accounts,  and  the  balances 
only  of  the  asset  and  liability  accounts.     The  two  grand  totals  must  be  equal. 

The  second  method  is  preferable,  since  financial  statements  are  made  from  the  Trial  Balance  and 
Inventories.  The  balances  of  asset  and  Ifability  accounts  are  more  convenient  than  the  totals  :  but 
in  loss  and  gain  accounts,  the  totals  are  necessary  to  obtain  the  percentage  of  loss  or  gain  in  the 
respective  accounts. 

(6)  Trial  Balance  by  Totals— Illustration  Set. 

TRIAL    BALAXCE,   March  30,  n>—. 


I..  I\ 


Ledger  Accoimi. 


SI 

n/ 

31 

X 

S2 

X 

S2 

v/ 

SB 

X 

8S 

X 

3S 

G.  Grand  (Capita?  A/cJ 

Merchandise 

Casli 

J.  Speller    - 

Expense 

Bills  Receivable    - 

Bills  Payable 


D, 

3400 

1685 

ISO 

65 

1,0 

1 

J,<:,::n 

! 

.:r,00 

305 

365 

50 


4330 


(c)  Trial  Balance  by  Totals  and  Balances — Illustration  Set. 

TRIAL    BALAXCE,  March  30,  19—. 


31 

J 

31 

X 

32 

X 

S3 

n/ 

S2 

■■>o 

G.  Grniid  (Capital  A/cJ 
31    ;  Merchandise 

Cash    ... 

./.  Speller    - 

Expense 

Kills  ReceimUe   - 

Bills  Payable 


2400 
1420 

i'5 
■i'J 

JJ005 


SoOO 
305 
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(rf)  Trial  Balance  Out  of  Balance — Finding  BiTors. 

1.  Test  the  addition  nf  the  Trial  Balance  by  adding  it  both  vipward  and  downward. 

2.  Xext  take  the  dift'erence  between  the  Dr.  and  Cr.  oohnnns  of  the  Trial  Balance,  and  look  in 
the  Journal  for  thi.s  amount  unposted.  Then  divide  the  dift'erence  by  2  and  look  fr)r  this 
amount  posted  on  the  wrong  side.    . 

3.  Add  the  Ledger  accounts  again.      Then  see  if  the  fo(jtings  have  been  correctly  transferred. 

4.  See  if  pre^"ious  Ledger  balances  have  been  brought  down  correctly. 

-5.  Go  over  the  p  isting  again,  placing  a  lead  pencil  dot  ( . )  or  check  mark  (  ^  ),  in  both  Journal 
and  Ledger,  ojipo.site  the  verified  items.      Then  look  for  the  unchecked  items  in   the  Ledger. 

47.  Closing  the  Books. 

This  includes  (1)  taking  a  trial  balance,  (2)  stock-taking,  (3)  making  financial  statements, 
and  (4)  closing  the  ledger.  The  books  a're  closed  annually  ilr  semi-annually  for  the  pm-pose  of 
determining  the  net  gain  or  the  net  loss,  the  net  capital,  the  pei-centage  of  gain,  etc. 

48.  Stock-taking. 

This  ci  insists  in  making  inventories  or  lists  at  the  time  of  closing  the  books  :  (1)  Of  Merchan- 
dise, Real  Estate,  Office  Furniture,  etc.,  on  hand,  of  Kent  and  Salaries  prepaid  by  us,  of  Interest 
Receivable  accrued,  etc.;  and  (2)  of  Rent  and  Salaries  due  by  us,  of  Interest  Payable  accrued,  etc. 

In  the  first  class,  the  inventories  are  in  our  favour  and  are  called  AshpI  Inventorjps ;  in  the  second 
class,  the  inventories  are  debts  against  us  and  are  called  Liahility  Invfintorifs.  ,  Any  loss  and  gain 
account  mav,  or  may  not,  have  an  inventory  ;  asset  and  liability  accounts  do  not  have  inventories. 
Tliese  lists  are  made  on  sepai'ate  sheets  called  stock  sheets,  or  in  a  regular  Inventory  Book. 

49.  Inventory — Illustration  Set. 


Copy  the  following  into  your  Inventory  Boi 
Book  reserved  for  Inventories. 


ir  ou  some  special  pages  of  your  .lom'nal   Day 
INVEXTORY,   March  P.d,    !'<—. 


Merchaiul i-<p : 

900  ydi.  Canadian  Tweed   - 
1000     "     Srolch    Tweed 
4000     "     F.    Cotton 


A^^ht  Invfntory. 


$  .90 

1.25 

.03 


SIO 

1250 

120 

2180 

50.  Financial  Statements. 

There  are  three  general  kinds  of  Financial  Statements,  namely.  Statement  of  Losses  and  Gains, 
Statement  of  Assets  and  Liabilities,  and  Statement  of  Receipts  and  Disbursements.  The  last  one 
is  generally  tised  only  by  non-trading  corporations,  such  as  towns,  cities,  churches,  hospitals,  etc., 
which  do  not  exist  for  the  purpose  of  making  profits.  So  that  the  term  Einancial  Statements  will, 
throughout  this  book,  meanjStatement  of  Losses  and  Gains  and  Statement  of  Assets  and  Liabilities, 
together  with  a  Suuunary  of  the  Proprietor's  Account.^ 

After  taking  a  trial  balance  and  stock-taking,  and  before  closing  the  ledger,  make  Financial 
Statements  from  the  tr-ial  balance  and  inventories.  The  following  three  forms  are  the  statements  in 
general  use  ;  thev  diticr  only  in  arrangement.  The  first  and  second  foi-ms  are  generally  used  by 
corporations  and  companions  in  their  annual  statements,  because  they  are  easily  imder.stood  ;  they 
may  be  seen  frequently  in  the  newspapers.  The  third  foru\  is  sometimes  called  the  bookkeeper's  state- 
ment, from  which  he  afterwards  prepares  the  simpler  forms  for  the  proprietor  or  for  tlie  shareholders. 
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51.  First  Porm  of  Financial  Statements — Illustration  Set. 

(a)   STATEMEXr  OF  LOSSES   AXD    GAIXS,  March  3u,    19~. 


Losses. 


Expense       -        -      '  - 
*G.  Grand's  Xel  Gain 


Ij5 

"311 

So 

Qaitu'i. 


Merchandise 


So 


The  Merchandise  gain  and  the  Expense  loss  are  found  from  the  loss  and  jjain  accounts,  marked 
tlius  (  J)  in  the  Trial  Balance  in  Section  46  (c),  and  the  Inventory  in  Section  49.  Add  the  Mdse. 
Inventory  to  the  Cr.  side  <if  Mdse.  account,  and  then  take  the  difference:  (S.30.5 +  •S2180)■- 
82400  =  ?r8.5.  There  is  no  E.'cpense  Inventory,  so  that  the  loss  is  86.5.  The  difference  between  the 
gain  and  the  loss  is  G.  Grand's  Net  Gain  :  ^5  -  S65  =  §20. 


fl.j    SUMMARY   OF   G. 

GBAXD'S  ACCOUXr 

*(;.  GranrVs  Xnt  Capital 

*OOJI> 

G.  Grand's  Xet  Credi't 
"     Gain 

1 
1 

-          ;                      -M 

3520            \ 

1    sseo 

This  Sununary  is  made  from  0.  Grand's  account   in  the  Trial   Balance,  and  the   Statement  of 
Losses  and  Gains. 

0-J   STATEMEXr   OF  ASSETS   AXD    LIABILITIES. 


A  sstts. 


•Mtirchandis': 
Cash     - 
J.  Speller 
Bills  Receivable 


■21S0 
SO 

40 


Liahiliffe-<. 

Bills  Payable    - 

G.  Grand's  Xet  Capital   - 


I     33S0 


3720 


The  Statement  of  Assets  and  Liabilities  is  made  from  the  Asset  and  Liability  Accounts,  marked 
thus  (  X  )  in  the  Trial  Balance  in  Section  46  ((•),  the  Inventory  in  Section  49,  and  the  "Summary 
of  G.  Grand's  Account."  Debit  balances  from  the  Trial  Balance  are  assets,  and  credit  balances  are 
liabilities.  The  Merchandise  Inventory  is  an  asset.  The  Net  Capital  from  the  Sunnnarv  is  a 
deferred  liability;  the  business  owes  this  amount  to  the  proprietor,  but  in  case  of  closing  up  the 
business,  it  is  paid  last  of  the  liabilities. 

The  Summary  may  be  combined  with  the  Statement  of  Assets  and  Liabilities  and  written  as  a 
part  of  it.  The  difference  between  tlie  ordinary  assets  and  liabilities  is  always  ecjual  to  the 
Proprietor's   Net   Capital,   (jr  Net   Insolvency'  in   the  event  of  bankruptcy. 

52.  Second  Form  of  Financial  Statements— Illustration  Set. 


(a)   STATEMEXT   OF   LOSSES   AXD    GAIXS.   March  So,   10— 

Itcm.1 


Totrds. 


Merchctndisf. 
Ej-peii"'- 


Ga  in-^. 

Losses. 

It.  Grand/s  Xet   Gaii 


These  items  in  red  ink. 


^0 
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(h)   SUMMARY  OF  G.    GBAXDS   ACCOUXT. 


G.  Oranrl'x  Xet    Vi-Kiiit     ■ 
"  "     Gain 

"  "     Capital 


35S0 


(,-)    STATEMEXr   OF  ASSETS   AXD    LIAlilLITIES. 


Itcma. 


TotaU 


Merchmulise    - 

Cash 

J.  Speller 

Bilh  Seceivnhle 


Bills  Payahh 

O.  Grand's  Xel   Capital 


.4 -..,?,,. 


Liahilit/t^.s 


21S0 

im 

SO 
40 


200 
3520 


S720 


3720  -1 


53.  Third  Form  of  Financial  Statement— Illustration  Set. 

FIXAXCIAL    STATEMEXT,   March  M,   lil—. 

(Trial  Balance)  (Statement  of) 


(Statement  of) 


L.P. 


31 
31 
32 
32 
32 
32 


G.  Grand  (Capital  Aje) 

Merchandise  • 

Cash 

J.  Speller 

Evpense  -         -         . 

Bills  Eeceivahle 

Bills  Payable 


'Xet  Gain 

(SnvXTnary) 
O.  Grand's  Xet  Credit    - 
"  "    Gain 


"    Capital 


Dr. 

1 
Cr.         i 

liinn- 

j 

tories. 

35rjo 

2V'0 

305 

21S0 

' 

1420 

SO 

65 

40 

200 

41111.-) 

4111).; 

1 

3500 
20 

3520 

Losst 


65 


Go 
*20 

S5 


Gams. 


S5 


S5 


S5 


Assets. 


2180 
1420 
'  SO 

40 


3720 


3730 


Liabilities. 


200 


200 


S520 


3720 


Tliis  third  form  is  sometimes  called  a  Balance  She,et,  but  since  this  tenu  is  used  by  many  as 
a  name  for  the  Statement  of  Assets  and  Liabilities  alone,  we  have  avoided  its  use  altogether, 
using  instead  the  term  Financial  Statement. 

In  all  three  foriiis  of  the  Financial  Statement,  the  Loss  and  Gain  Statement  and  the  Asset 
and  Liability  Statement  are  each  made  from  the  Trial  Balance  and  Inventories,  both  of  which 
are  shown  in  the  third  form  only.  The  hiss  and  gain  accounts  are  marked  thus  (  ^/),  and  the 
asset  and  liabilitv  accounts  thus  (  x  ).     In  loss  and  gain  accounts,  debtor  balances  are  losses  and 
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credit! ir  balances  are  gains  ;  in  asset  aud  liability  accounts,  deliTur  balances  are  assets  and  creditor 
balances  are  liabilities.  All  loss  and  gain  accounts  may  or  may  not  have  inventories,  but  asset 
and  liability  accounts  ne\'er  have  inventories. 

Loss  and  Gain  Stalemeiit. — Since  we  are  making  a  statement  for  G.  Grand,  we  shall  not  use  his 
account  vnitil  we  come  to  the  Summary. 

1.  Merchandise  Account  :  add  the  asset  inventory,  S21S0,  to  the  creditor  side  and  then  take 
the  diiference,  which  is  a  gain,  $85.  ,  . 

i.   Expense  Account  :  There  is  no  inventory,  and  the  diiierence  is  a  loss,  §65. 

3.   The  difference  between  the  two  columns  is  the  net  gain,  S20. 

Asset  and  Liability  Statement. — For  this  statement,  besides  dealing  with  the  asset  ami  liability 
accounts,  we  must  look  to  the  inventories  from  tli(>  loss  and  gain  aecoinits,  which  inventories  are 
either  assets  or  liabilities. 

1.  Merchandise  Account  :   the  Inventory,  82180,  is  an  asset. 

2.  Cash  Account :  the  balance  is  an  asset,  $14-20. 

3.  J.  Speller's  Accoinit :  the  balance  is  an  asset,  $80. 

4.  Expense  Account  :  there  is  no  Inv-entory. 

5.  Bills  Receivable  Account :  the  balance  is  an  asset,  $40. 

6.  Bills  Payable  Account :  the  balance  is  a  liability,  $200. 

7.  The  difference  between  the  assets  and  the  liability  is  the  net  capital,  $3520,  which  agrees 

with  the  net  capital  found  in  the  Summary.  The  business  owes  this  amount  to  the 
Proprietor  as  a  deferred  liability. 

54.  Purpose  of  Closing  the  Ledgex*. 

Since  the  L(jss  and  Gain  Statement  shows  the  details  of  losses  and  gains,  and  the  net  gain  or 
the  net  loss  for  the  j-ear,  there  would  seem  to  be  no  need  of  closing  the  Ledger.  It  is  necessary, 
however,  to  close  the  Lodger  :  (1)  to  hav'e  a  permanent  record  of  the  gains,  the  losses,  the  net  .gain 
or  the  net  loss,  and  the  net  capital  for  the  year  or  the  period  under  consideration ;  and  (2)  to  make 
a  separation,  in  the  loss  and  gain  accounts,  between  the  entries  of  successive  years,  so  that  the  facts 
mentioned  above  may  be  determined  for  each  year.  It  is  quite  evident  that  there  is  no  need  of 
closing  asset  and  liability  accounts  foi-  this  purpose  ;  they  are  closed  only  when  thev  balance,  or  are 
settled,  or  ti-ansferred  to  a  new  page. 

55.  Steps  to  Close  a  Double  Entry  Ledger. 

After  stock-taking,  taking  a  trial  balance,  and  making  financial  statements,  proceed  to  <'lose  the 
Ledger  as  follows  : 

1.  Open  Loss  and  Gain  Account. 

2.  Close  the  loss  and  gain  accounts,  such  as  Mdse.  and  Expense,  transfer  the  gains  antl  losses  to 

the  Loss  and  Gain  Account,  and  br'ing  down  the  Inventories. 

3.  Close  Loss  Knd  Gain  Account,  and  transfer  the  net  gain  or  the  net  loss  to  the  Proprietor's 

Account. 

4.  Close  the  Propri^or's  Account,  and  bring  down  the  Xet  Caiiital. 

5.  Do  not  close  avff  asset  and  liability  accoiuits  except  Cash  Account  and  Bank  .Account. 

These  two  accounts  are  not  usually  kept  in  the  Ledger,  liut  whe'ii  they  are,  they  should 
be  closed  and  the  balances  brought  down,  so  as  to  tally  with  the  balances  of  tiie  Cash 
Book  and  the  Bank  Pass  Book  respectively. 
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56.  Ledger  Closed— Illustration  Set. 
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Remarks : 

1.  In  all  red  ink  entries,  enter  the  page  to  which  tiansferred  ;  and  in  tlie  corresponding  black 
ink  entries,  enter  the  p;ige  from  which  transferred.  In  the  case  of  an  inventory  or  balance 
brought  down  on  the  same  page,  the  paging  may  lae  omitted. 

2.  Make  the  pin-head  figures  neatly  with  a  hard  lead  pencil  and  leave  them  for  future 
reference. 

57  («)    Closing  the  Ledger— Illustration  Set. 

I.    Op'ii   Luss  anil   (rain   Accniiiif. 
II.    Close  (he  loss  and  gain  accoimts. 

Jfurc/iandise  Account : 

{a)   Enter  the  Inventory   (an  As.set   Inventory)   on  the  Cr.  side  in   red   ink,   thus,    "Mar.    .30, 

Inventory,  82180." 
{b)   Find  the  difference  between  the  sides.     This  a  gain  ;  enter  it  on  the  smaller  (Dr.)  side 

in  red  ink,   thus,   "  Mar.   30,   Gain,   S8.5,"  to  balance  the  account, 
(c)    Rule  and  foot  the  account. 
{d)  Transfer  the  gain  to  the  opposite  (Cr.)   side  of  the  I^oss  and  Gain  Account  in  hlack   ink, 

thus,  "Mar.  30,  Mdse.  (page  of  Mdse.  Acct.),  §8-5. " 
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lyc)    Tiiru  luick   til   jMclsu.  Acct.  ;  see  it'  ymi  transferred  the  right  amciunt,  called   checkvnij  hack  ; 

and  then  enter  the  page  <if  Loss  and  (Jain  Aeeount,  called  chcckiiuj  off. 
{/)    Bring  down  the  Inventory  on  the  opposite   (Dr.)  side,  below  the  ruling,   thus,  "April    1, 

Inventory,  (jjage  from  wliich  taken),  $2180,"  for  next  month.      Check  back  and  check  off. 
Expenae  Account  : 

(a)  There  is  no  Inventc.iiy. 

(b)  Enter  the  dift'erence,  which  is  a  loss,  on  the  smaller   (Cr.)   side  in  red  ink,  thus,  "  Mar.  30, 
Loss,  §65,"  to  balance  the  account. 

(c)  Rule  the  account  ;  it  needs  no  footing  this  time. 

(d)  Transfer  the  lo.ss  to  the  opposite  (Dr.)  side  of  Loss  and  Gain  Account  in  black  ink,  thus, 
"Mar.  30,  Expense,  (page  of  Expense  Acct.),  $65." 

(e)  Turn  back  to  Expense  Account  and  chi'ck  hack  aiid  check  off. 

III.  Close  Lof:s  mid  Gain,  Account. 

(a)  Enter  the  difference,  which  is  the  Net  Gain,  on  the  smaller  (Dr.)   side  in   red  ink,  thus, 
"Mar.   30,   G.   Grand,   $20,"  to  balance  the  acc-ount. 

(b)  Rule  and  foot  the  account. 

(c)  Transfer  the  Net  Gain  to  the  opposite  (Cr.)  side  of  G.  Grand's  Account,  in  black  ink,  tlnis, 
"Mar.  30,  Net  Gain,  (page  of  Loss  and  Gain  Account),  $20." 

{d)  Turn  back  to  the  Loss  and  Gain  Account,  and  check  hack  and  check  off. 

IV.  Close  G.   Grand's  Account.  '  _ 

(a)  Enter  the  difference,  which  is  Iris  Net  Capital,  on  the  smaller  (Dr.)   sirle  in  red  ink,  tlius, 

"Mar.  30,  Net  Capital,  $3520,"  to  balance  the  account. 
(6)    Rule  and  foot  the  account. 

(c)    Bring  down   tlie  balance  on  the   opposite    (Cr.)    side,   in  black   ink,   thus,    "April   1,   Net 
Capital,  (page  from  which  taken),  $3520,"  for  next  month.      Check  back  and  check  off. 
V.    Close   Cash  Account. 

Balance  it,  rule  and  foot  it,  and  bring  the  balance  down.  D(j  not  close  an\-  other  Asset  and 
Liability  Accounts.      (See  Section  54.) 

(b)  Remarks  : 

1.  Asset  In\-entories  arc  placed  on  the  Cr.  side,  and  Liability  Inventories  on  the  Dr.  side,  in  red 
ink.      They  are  afterward  brought  down  in  black  ink,  on  the  opposite  side  to  the  red  ink   entry. 

2.  Red  ink  may  be  said  to  indicate  that  tlie  entry  is  on  its  wrong  side,  aufl  black  ink  that  the 
entry  is  on  its  right  side.  Inventories  ai-e  placed  on  their  wrong  sides  in  red  ink,  that  the  true 
gain  or  loss  may  be  found  ;  all  other  red  ink  entries  are  so  placed,  simply  to  balance  the  accounts. 
In  each  case,  the  entry  is  afterwards  transferred  to  its  right  side,  in  black  ink. 

58.  Real  Estate. 

This  term  includes  land  and  anything  attached  to  the  land  by  nature  or  by  man,  such  as 
houses,  wells,  mines,  etc.  This  account  is  treated  in  the  same  way  as  any  other  loss  and  gain 
account,  being  made  Dr.  for  costs  and  Cr.  for  proceeds. 

59.  Opening  Entry  and  the  Proprietor's  Account. 

The  opening  entry  is  a  transaction  betwceen  the  proprietor  and  his  business.  He  invests  (gives) 
his  assets  for  which  he  is  made  Cr.  ;  the  assets  are  made  Dr.  He  withdraws  (receives  back)  part  of 
his  investment,  when  the  business  assumes  any  liabilities  lie  may  have,  and  for  this  he  is  made  Dr.  ; 
the  liabilities  are  made  Cr.  Suppo.se  D.  Scott's  Assets  at  conmiencement  to  ho.  .$3000,  and  his 
Liabilities  8200  ;   either  of   the  following  opening  entries  may  be  employed: 
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Opening  Journal  Entries. 

IM  METHOD  r.'/'W'i  iui-e.^imiiilj.  Jml  METHOD  ( ntf   iiinslnuni ). 


Assets  Dr. 

D.  Scott  (Capital  AJcJ  Cr. 


D.  Scott  (Capital  A/cJ  Dr 
Liahilities  Cr, 


SOOO 


200 


SOOO 


■200 


Assets  Dr. 

Liabilities  Cr. 

D.  Scott  (Capital  A/c)  Cr. 


SOOO 


BOO 
2S00 


Set  II. — Double  Entry — Grocery  Business. 

Special  Features The  application  of  (he.  J'orms  and  ruliruj,  as  illustrated  iit.  Set  I. 

Instructions : 

(a)    liooks  to  be  used — Ihi,.iinesx  Pajjers,  Jourii.al  Day  Book  and  Ledger. 
(h)   Business  Papers  : 

1.   Inivard. — Xotes  on  Jan.  2  and  2ii.' 

a.  Outward — iVote  on  Jan  i^4  ;  Receipts  on  .Tau.  10  and-^.  §i  R. 
(c)  Make  otit  business  papers  and  journalize  ;  2}ost  to  the  Ledger;  take  a  Trial  Balance  ;  take 
stock  ;  make  Statement  of  Losses  a7id  Gains,  Summart/  of  Proprietor's  Ajc  and  Statement 
of  Assets  and  Liahilities  ( Sec.  51);  and  close  the  Ledger.  Close  no  asset  and  liability 
accounts,  excepting  Cash  Account.  Bring  doica  the  foil  oiritig  bfdances  so  as  to  continue 
Set  III.  under  the  same  Ledger  headimjs :  P.  J.  Potter's  Net  Capital,  Mdse.  Inventory, 
peal  Estate  Inventory,  and  Cash  Balance. 
Directory : 

Dou^,  L.,  Owen,  Siiniid,  Ont.  Street,  J/.,  Montreal,  Que. 

Moore,  P.,   Whitby,  Ont.  All  Others,  Toronto,  Ont. 

Ledg-er  Lines  for  Sets  ll.  and  III. 
In  the  accounts  below,  the,  first  figure  shows  the  number  of  lines  for  Set  II.,  and  the  second 
figure  the  number  for  Set  III.  AVhen  an  account  is  not  the  first  one  on  the  page,  leave  three  lines 
for  the  ledger  heading  (H),  whiS!' should  be  written  on  the  middle  line,  (.ir  one  above  the  ruliny. 
(See  Sec.  -56.)  Tlie  small  figufies  on  the  left  (\  -,  ^,  ■•)  indicate  that  the  first  two  accounts  will 
take  one  page-«f-ijedger,  the  next  two  another  page,  and  so  on.      See  p.  6. 

^R.  J.  Potter  !     Bills  Receivable //  +  2  +  4    1 1    ^P.  Moore //  +  i  +  ;> 

(Cap.  Ajc)  .  .  .11+4+    -3     I    'fen'  Estate II +4  +  2    l!      M.. Street        //+  7  +  ^ 

Merchandise H  +  8-+    6    jl      Expense II+4  +  6    \\      Bills  Payable     /f+J+S 

^Cash II+6  +  10  L.  Doio    : H  +  1+4  Loss  and  Gain H+S  +  3 

Transactions— Set  II. 
Toronto,  .laniiary  2,  19 — .      11.  J.  Potter  commences  the  Grocery  Business  at   150  Yonge  St. 
with  the  following   Assets:     Mdse.    $2,550;    Cash   §1887;    note   against 
L.  Dow,  dated  Dec.  26,  19 — ,  at  3  months,  for  .§500 ;  Store  and  Lot  §1800. 
.3.   Bought  for  cash  a  set  of  office  books,  810. 

Engaged  Pupil  as  bookkeeper  at  §40  per  month. 
5.  Sold  P.  Moore  on  a/c,  500  lbs.  Tea  @  30c. 
8.   Bought  from  M.  Street  for  cash,  Mdse.  as  per  Inv.  1 ,  §500. 
10.   P.  Moore  paid  on  a/c,  cash  §50. 

15.  Sold  L.  Dow  on  ji/c,  500#'  (lbs.)  Sugar  («   3c. ;  100#  Coffee  @  20c. 

16.  Bought  from  M.  Street  on  a/c,  Mdse.  as  per  Inv.  2,  §150. 
18.   Paid  Mrs.  Sims  for  cleaning  store,  cash  §2. 
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22.   Sold  P.  IMoore  on  his  note  at  60  days,  200  gals.  G.  Syrup  @  20e. 
2-t.   Ga\  e  M.  Street  on  a/c,  my  note  at  2  months,  875. 
29.   Recei\ed  from  L.  Dow  on  a  c,  cash  825. 
31.   Sold  L.  Dow  for  cash,  500  #  chee.se  %  10c. 

Paid  Bookkeeper's  salary  in  goods  from  store,  S+0. 


IXVEXTORIES  taken  Jan.   31,   19 
Asset  Inventories  : 

Merchandise. — 17IJ00#  Siiyar  (a>  ~ic-. 
5000#  Cofee  @  17c. 
5000  #  Ten  @  25c. 
Real  Estate. — Store  and  Lot  $2000. 
He^ults.—Net  Gain.  $263  :   Net  Capital,  -ST 000. 


2(J00#   Cheese  @  8c. 
2000  gals.  G.  Syrit^  @  .lf,c 


60.  Principal  and  Auxiliary  Books. 

Princijial  Ijnciks  are  those  from-  which  posting  is  done,  together  with  the  Ledger  ;  au.xiliarv 
hooks  are  those  which  are  used  as  memorandum  bjoks,  and  not  as  posting  mediums.  In  Set  III. 
we  shall  continue  the  Journal  as  the  only  posting  medium,  anfl  inti'oduce  the  Cash  Book  as  an 
auxiliarv  book,   and  at  a  later  stage  as  a  principal  hook. 

61.  Books  of  Original  Entry. 

These  are  huoks  of  account  in  which  transactions  are  first  recorded,  and  ai-e  the  onlv  ones 
admitted  as  proof  of  an  account  in  courts  of  law.  They  may  lie  either  jirincipal  or  au.xiliary  books, 
since  a  p!-;ncipal  1>  lok,  say  the  Journal,  may  haye  its  origin  in  an  auxiliary  hook,  say  a  Blotter  or 
Counter  Check  Book. 

62.  Cash  Book. 

The  J)r.  side  of  the  Cash  Book  shows  the  receipts,  and  the  Cr.  sidt-  sl\ows  the  jiayments  ;  the 
dilierence  between  the  two  sides  shows  the  balance  of  cash  on  hand. 

There  ai'e  four  parts  to  an  entry  in  the  Cash  Book  :  (1)  the  date,  (2)  the  name  of  the  account 
opposed  to  cash,  (3)  the  explanation,  and  (4)  the  amount.  The  account,  opposed  to  cash  on  the 
Dr.  side,  sho\\s  from  whom  the  cash  was  recei\('d  if  iin  account,  or  for  what  receiyed  if  not  on 
account  ;  on  the  Cr.  side,  it  shows  to  whom  the  cash  was  paid  if  on  account,  or  for  what  it  was 
paid  if  not  on  account. 

63.  Cash  Book  for  Set  III 


I.ftJf/ir  .4rro>i/ifs  ('. 


CAS/r  (Re.ctiptsJ. 

Kxfifn  nfifinn.'-; 


Dk. 

Totals  anil  P>al. 


I'.l— 

Feb. 


Mitr. 


1      Balance 
o      Mdse. 
IS      L.  Doin     - 
Vtl  BUh  B<x.  - 
P.  Moore  - 
3fdse. 
Real  Estate 


■'■«--  ^ 
1[. 


liatanre 


Oil  hand  - 
Sold  L.  Dow    - 
On  account 
Xo.  .;?       - 
On  acconnt 
Sold  hy  auction 
Sold  store  and  lot 


On  hand 


to  M.  Street  ■ 


l.-,iiti 


Gl 

10 

150 

350II 
2140 

586ii 

7366 
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64.  The  Cash  Book  a  Cash  Journal. 

Xotice  that  when  Cash  is  Dr.  for  a  certain  amount  (say  $61  on  Feb.  3),  the  opposing  account 
(Mdse.)  is  Cr.  for  the  same  amount  ;  and  when  Cash  is  Cr.  for  a  certain  amount  (say  S300  on  Feb.  2), 
the  opposing  account  (Mdse.)  is  Dr.  for  the  same  amount.  So  that  we  might  omit  the  cash 
transactions  from  the  Journal  and  enter  them  only  in  tlio  Cash  Book,  posting  therefrom  to  the  Ledger. 

In  Sets  III.  to  YII.  tlie  Piqjil  will  use  the  Cash  Book  as  an  auxiliary  book,  and  by  makinc 
the  compai-isons  suggested  he  will  thorouglily  appreciate  dropping  the  cash  transactions  from  the 
Journal  Dav  Book  when  he  comes  to  use  the  Cash  Book  as  a  principal  book  in  Set  VIII. 

There  are  other  "  short  cuts  "  in  connection  with  the  Cash  Book  which  will  be  taken  up  as  the 
Pupil  advances,  from  which  he  will  leani  to  look  upon  this  book  as  one  of  great  importance  in 
shortening  the  work  of  bookkeeping. 

65.  The  Cash  Book  a  Ledger  Account. 

Compare  the  sides  of  the  following  Cash  Account  (Sec.  66)  from  the  Ledger  of  Set  III.,  with 
the  corresponding  sides  of  the  Cash  Book  (Sec.  63)  cf  the  same  .set.  You  will  find  the  amounts  the 
same,  item  for  item,  so  that  we  might  dispense  with  the  Cash  Account  in  the  Ledger,  and  let  the 
Cash  Book  take  "its  place.  Remember  this  fact  while  working  Sets  III.  to  YII.,  and  when  you 
come  to  Set  YIII.  you  will  be  asked,  not  only  to  post  from  the  Cash  Book,  but  to  have  your  Cash 
Account  in  the  Ledger  show  only  the  Di-.  and  Cr.  Cash  Book  totals  ;  and  later  v(^u  will  be  asked  to 
omit  tlie  Cash  Account  altogether. 


66.  Cash  Account  from  Ledger  of  Set  III. 


Di:. 


I 'ASH. 


Ck. 


i:i— 

F,l,. 


13 

la 

27 
28 


Mar. 


Jialance 


It)— 

Fell. 

6 
10 
U 
19 

'22 

7is 

2S 

*28 

*  Balance 


LeiU/rr  Arroiiiiffi  J>r. 


an  Auxiliary  Book. 

CASH  ( I'aijmanU). 

KrpI(tnnfion>i 


300 

25 

46 

50 

6 

2 

150 
60 

*6727 


7366 


Ck. 

Totals  n ml  Bnl. 


19— 

Feb. 

2 

6 

10 

u 

19 

26 

28 

Mdse. 
Expeivte   - 
Expenae  ■ 
M.  Strei:t 

J'jxpknftn  - 
F.i-pi-nsf:  - 
BUU  Fay. 
Expellee    - 


Bouyht  from  M.  Street 
Faintinij  Store 
Cltaira  $6,  Showcase  $40 
On  account  - 
Bonyht  from  P.  Marsh 
Fosfayc  and  Stationery 
No.  2  - 
Salaries 
*BaJaiice  on  hand  - 


■1'' 

.70 

1 

150 

GO 

639 
*6727 

7366 
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67.  Purposes  of  the  Cash  Book. 

(1)  As  ail  auxiliatv  book,  liesides  being  a  record  of  receipts  anil  payments,  it  serves  as  a  check 
on  the  cash  drawer  ;  tlie  balances  of  the  Cash  Book  and  the  cash  ch-awer  sliould  always  agree  ;  and 
if  they  do  not,  a  mistake  has  been  made  or  the  drawer  has  been  tampered  with.  In  actual  business, 
this  comparison  of  balances  is  made  daily  cir  weekly,  and  the  Cash  Book  footed  and  ruled  at  the 
same  time  or  at  longer  intei-vals. 

(2)  As  a  principal  book,  it  serves  as  a  posting  medium,  thus  lessening  the  work  <if  the  Journal 
Day  Book.      It  mav  also  serve  as  a  ledger  accnunt. 


Set  III.— D.  B.     Grocery  Business. 

Special  Features. — Coidunialuin    uf  Sit.    II.,    and  thf,    iatrorhictimi.   ijf  the    Canh   Book   an   an 
auxiliary  hook. 

Instructions : 

(a)  Books  to  be  used — IJ^isiyiesg  Papers,  Journal  Day  JSouk,  Cash  Book  and  Ledger. 

(b)  Business  Papers  : 

1.  Inicard. — Notes  on  Feb.  o,  SO,  and  23  ;   Receipts  on  Feb.  (1,  H,  and  29. 

2.  Outward. — Notes  oti  Feb.  12  and  I'l  ;   Eece.ipjts  on  Feb.  IS  and  20. 

(c)  Make  out,  business  papers  and  jotirnalize  :  rvrite  tip  the  Cetsh  Book,  making  each  entry  fust 
after  the,  iransactum  is  journalized :  post  under  the  ledger  headings  of  Set  II.  ;  take  a 
Trial  Balance  ;  make  Statement  of  Losses  and  Gains,  Sninmary  of  Proprietor's  A/c  and 
Statement  of  Assets  and  Liabilities  (Sec.   51 )  :    close  the  Ledger  as  hi  Set  II. 

Transactions— Set  III. 

Toronto,  February  1,   1'.* — .      H.  •!■  Potter  continues  the  Grocery  Busine.ss  at  1-50  Yonge  8t. 

2.  Bought  from  ^I.  .Street  for  cash,  Mdse.  as  per  Inv.  3,  !?;500. 

3.  Sold  L.  Dow  for  cash,  1000#  Sugar  (S:  4c.  ;  70#  Tea  &  30c. 
.5.   Sold  P.  Moore  on  his  note  at  10  days,  1.500#  Cheese  @  10c. 
6.   Paid  It.  Smith  for  painting  stwre,  cash  S'25. 

'  7.   Bought  from  31.  Street  on  a/c,  Mdse.  as  per  Inv.  4,  -§200. 

8.  Sold  L.  Dow  on  a/c,  100#  Cofifeo  @  2.5e. 

9.  Engaged  .J.  Sims  as  clerk  at  .§30  per  month. 

10.  Bought  from  Rogers  it  Sons  for  cash.  Chairs  -Sfi,  Showca.se  .$40,  fm-  store, 

■f        12.  Bought  from  ]Vti_Street„oii  our  note  ai  10  days,  iblse.  as  per  Inv.  .5,  .SI. 50. 

13.  L.  Dow  paid  cash  on  a/c,  SIO'. 

14.  Paid  M.  Sti-eet  on  a/c,  cash  &bQ. 

1.5.  Sold  L.  Dow  on  a/c,  20  bbls.  Flour  @  %i. 

y       16.  Sent  INI.  Street  on  a/c,  our  note  at  15  da\'s,  .'JIOO. 

19.  P.  Jloore  paid  his  note  of  the  5t!i  inst.  in  cash. 
Bought  fn;m  P.  Marsh  for  cash,  1  ton  Coal  §6,  for  store. 

20.  Received  from  L.  Dow-  on  a/c,  his  note  at  30  days,  .§.50. 

21.  Sold  P.  Moore  on  a/c,  10  .sacks  Oatmeal,  100#  each,  @  2|c. 

22.  Paid  for  Postage  and  Stationer^^2. 

23.  L.  Dow  gave  us  his  note  at  60  W^'s  to  close  his  a/c. 

26.  Paid  f)ur  note  of  the  12th  in  cash. 

27.  Solil  M.  Street Cn  a  c.  Chairs  and  Slmwrase  (bought  on  10th),  -$43. 
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28.  Receivetl  from  P.  McMire  oil  a/c,  cash  $5. 

29.  Sold  balance  oi  Mdse.  at  auction  iov  cash,  $3500. 
Paid  salai-ics,  clerk  §20,  bookkeeper  $40. 

Sold  Store  and  Lot  to  M.  Street  for  cash,   $2140. 
Results. — Net  Gain,  $235  ;  Net  Capital,  $7235. 

68.  Business  Papers — Deposit  Slips  and  Cheques. 


The  deposit  slip  for  the  business  man's  acci 
the  deposit  slip  for  the  savings  bank  account  is 
treated  in  the  same  way- 

(Deposit  Slip — Current  Account.) 

Scholastic  Bank. 


Credit 


A.    M'eir 


Deposited  hij ^"^P^.. 


■oj- 


Feh. 


lunt,  called  current  account,  is  printeil  in  black  ink  ; 
usually  printed  in  red  ink.      Checjues  are  sometimes 

(Deposit  Slip — Savings  Account.) 

Scholastic  Bank. 

Savings  Bank  Department. 


19— 


4-0 

X 

1  = 

40 

so 

X 

2  = 
4  = 

60 

100 

X 

5  = 

500 

2" 

X 

X 

10  = 
20  = 

200 

10 

X 

50  = 

500 

4 

X 
X 

100  = 
500  = 

$ 

400 

1700 

Coin 

30 

50 

Cheque 

40 

15 

'X 

I 

39 

35 

^. 

1800 

Account  No. 


Credit . 


375 


Pv,pil 


n,  .  ■  Bookkeeper 

Street  Address ^L.^^.^*:. 

Hamilton 

Self 

Feb.  28 


Post  Office  _ 
Deposited  by 


19- 


X 

1  = 

■ 

3 

X 

2  = 

ij 

2 

X 
X 

4  = 

5  = 

S 

1 

X 
X 
X 
X 

10  = 

20  = 

50  = 

100  = 

$ 

10 

24 
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(PcLA|  Xxy. .^.  JU.<.-----^^- 


......CL..U). 


69. 


Bank  Pass  Book. 

Pupil,  as  ^V.  Weir's  liDokkt'upiT,  hands  tlie  cash  tu  be  deposited  and  the  deposit  shp  to  the 
Recei\'ing  Teller,  who  counts  the  cash,  initials  the  deposit  slip,  and  hands  the  slip  to  the  Ledger 
Keeper.  Pupil  then  jiresents  the  pass  1)  lok  to  the  Ledger  Keeper,  who  first  enters  the  amount  in 
the  bank  ledger  and  then  in  A.  Weir's  j>ass  book  ;  he  at  the  same  time  enters  any  of  A.  Weir's 
cheques  that  luive  been  paid  bv  the  bank.  At  tlie  end  of  the  month  Pupil  is  required  to  leave  the 
pass  book  to  be  balanced;  when  gi\cn  back  to  liini  he  also  receives  A.  Weir's  cheques  that  have  been 
paid  by  the  bank,  and  is  asked  to  sign  a  book  or  slip  acknowledging  the  correctness  of  the  balance 
and  the  receipt  of  the  j>aid  cheques. 

(BANK  PASS  BOOK.) 


5)r.  Scholastic  Bank  in  Acct. 

CD 

o 

o 
pr 

o* 

.i 

with ^:..."'^'': :(rr. 

Date. 

PARTICnL.iRS. 

Amount. 

Ledger 
Keeper's 
Initials. 

Cheques. 

Cheques. 

Cheques. 

Fro 

28 

Drposit   -      - 

1800 
890 

IB 

PB 

200 

150 

15 

U 

25 

1755 

50 
50 

Balance. 

2190 

2190 

Mar. 

1 

Biilaticp.  - 

1755 

50 
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70  (a).  Bank  Account. 

All  account  inaj^  be  kept  with  the  bank  :  (1)  As  a  personal  account  hx  the  Liedger  onlv  ;  (2)  On 
the  stub  ends  of  the  Chetfue  Book  only  ;  (3)  In  the  Bank  Pass  Book  only  ;  (4)  In  special  columns 
in  the  Cash  Book  only  ;    (5)   By  combinations  or  mudifications  of  the  first  four  methods. 

Make  the  Bank  debtor  for  the  deposits  it  receives  from  us,  and  creditor  for  the  amounts  it 
giv&s  in  pa\-ing  the  cheques  we  draw  on  it.  Other  persons'  chefjues  on  the  various  banks  have 
nothing  to  do  with  our  Bank  Account  ;  we  call  them  cash  when  we  receive  them,  because  we  may 
either  cash  them  at  any  bank,  or  deposit  them  with  our  other  cash. 

C'l  Bank  Account — Transactions  Journalized. 


Hamilton,  February  j,  19 — .     Deposited  in  the  Scholastic 
Bank  JiD  ones,  JO  twos,  KJO fives,  2t)  tens,  10  fifties, 
4-  ons  hnmlreds,  coin  SHO.oO,  cheques  ■$40.15  and 
■   S:s9.:i5. 
Feb.  5.  —  Botujhtfrom  S.  Pearson  for  cheque,  Mdse.  ■S"^W. 

Feb.  7. — Sold  J.  Daricin  for  cheque,  Mdse,  S'SSO. 


Scholastic  Bank  Dr. 
Cash  Cr.      - 


Mdse.  Dr. 

Scholastic  Bank  Cr. 
Cash  Dr. 

Mdse.  Cr.  - 


1800 


250 


1800 

200 
S50. 


Set  IV. — D.  B.     Flour  and  Peed  Business. 

Special  Features. — The  introduction  of  Bank  Accouiit  as  a  pcrso^ial  account  iii   tlie.   Ledger. 

Thy  use  of  deposit  slips  and  cheques. 
Instpuetions : 

(a)  Books  to  he.  tised — Business  Papers,  Journal  Day  Book,  Cash  Book,  and  Ledger. 

(b)  Business  Papers  : 

1.  Inward. — Xotes  on  Feb.  S,  IS,  ^0,  SiS  ;    Cheques  on  Feb.  7,  H,  Id,  26  draivn  on  any 
bank  ;   Receipts  on  Feb.  25,  37. 

2.  Outivard. — Notes   on   Feb.   1,   6,    15,    21,    24;    Deposit   Slip   im  Feb.  2:     Cliequ/s  on 
Feb.  5,  10,  22,  2Jf,  27  ;  Receipts  on  Feb.  8,  2S. 

(c)  Make  out  business  papers,  journalize  and  tvrite  up  the  Cash  Book  :  post  :  take  a  Trial 
Balance ;  take  stock :  make  a  Loss  and  Gain  Statement,  a  Summary  of  the  Proprietor's  A/c  and 
an  Asset  and  Liability  Statement  ;  close  the  Ledger  in  the  .tame  way  as  in  Sets  I.  and  II. 

Dipeetopy : 

Colder,  A.,  Grim.sby,  Ont. 


Davis,  ./.,  OakviUe,  Ont. 

Darn-in,  J.,  Dundas,  Ont. 

Kilgour  Bros.,  Toronto.  Ont.  ,| 

LedgeP  Lines  ("  H"  stands  for  Headinij,  3  lines)  : 


Knight,  A.,  St.  Catharines,  Ont. 
Taylor  &  Sons,  Toronto,  Ont. 
All  Others,  Hamilton,  Ont. 


^A.  Weir's  Cnp.  Ale . 

..  1/  +  4 

Cash 

..  H  +  9 

Merchmidise     .... 

..  H  ^  d 

'■'Scholastic  Bank. 

.     11  +  s 

H 


Expense 

Bills  Payable H  + 

■'./.  Davis     //  + 


/'  A.  Knight //  +   4- 

G         Bills  Receivable H  +  5 

Jf.     I     Loss  and  Gain H  +  3 


Tpansaetions— Set  IV. 
Hamilt<m,  February  1,  19 — .   A.  Weir  commences  the  Flour  and  Feed  Business  at  237  King  St. 
Assets  :  Cash,  §2000  ;  Mdse.  as  per  Inventory,  $3000. 
J.  Davis  owes  on  account,  $130; 
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Liabilities:   Note  favour  (if  D.  Calder,  dated  Jan.  8,  19 — ,  at  30  days  for  $150;  balance  due 
A.  Knight,  $500. 

2.  Ai-ranged  to  open  an  account  with  the  Scholastic  Bank.      Deposited  cash  40  x  $1,  30  x  $2, 

100  X  $5,  20  X  $10,  10  X  $50,  4  x  8100  ;  coin.  $20.50  ;  cheques,  $40.15,  $.39.35. 

3.  Sold  A.  Knight  on  a/c,  130  bush.  Oats  @  35c.  ;   10  tons  Pressed  Hay  @  $18. 
5.   Bought  from  S.  Pearson  for  clieque,  Mdse.  as  pei'  Inv.  1,  $200. 

G.   Gave  A.  Knight  on  a/c,  our  note  at  10  day.s,  $30. 
7.-  Sold  J.  Darwin  for  cheque,  50  bbls.  Flour  @  $5. 

8.  Received  from  J.  Davis  on  a/c,  his  note  at  1  month  $35,  and  cash  $50. 

9.  Bought  from  D.  Arnold  for  cash,  Mdse.  as  per  Tnv.  1,  $90. 
10.   Paid  our  note  of  the  Sth  ult.  with  cheque,  $150. 

12.  Bought  from  Kilgour  Bros,  for  cash.  Wrapping  Paper  as  per  In\'.  1,  $40. 

13.  Sold  A.  Kent  cm  his  note  at  10  days,  500  #  Flaxseed  at  3c. 

14.  J.  Davis  paid  on  a/c  with  cheque,  $20. 

»15.   Bought  from  Taylor  ct  Son  on  my  note  at   3   months,   bearing  interest   at   6%  per  annum. 
Safe  for  office,  $125. 

16.  Sold  J.  Davis  for  cheque  $10  and  balance  on  a/c,  120  bush.  Peas  @  50c. 

17.  Bought  from  A.  Knight  on  a/c,  Mdse.  as  per  Inv.  1,  $100. 
VI 9.   Paid  our  note  of  the  6th  in  cash. 

20.   Sold  J.  Darwin  for  cash  $30  and  balani-e  on  his  note  at    30   day-s,    150   bu-h.    Fall   Wlieat 
@  90c. 
'21.    Bought  from  S.  Pearson  on  our  note  at  30  daysPMdse.  as  per  Inv.  2,  $200. 

22.  Paid  Grand  Trunk  Railway  for  freight  with  cheque,  $15.      (iNIake  J/c?j.v'    !)r.,  not  Expense.) 
Paid  advertising  in  ca.sh,  $5. 

23.  Received  from  J.  Davis  cash  $10  and  his  note  at  oO  days,  to  close  his  a/c. 
~24.   Gave  A.  Knight  cheque  $44.50  and  our  note  at  15  days,  to  close  our  a  c. 

26.  A.  Kent  paid  his.  note  of  the  13th  with  cheque. 

27.  Paid  J.  Booth  for  rent  of  store  with  cash,  $30. 
Paid  Pupil's  salary  with  cheiiue,  $25. 

28.  Deposited  balance  of  cash  on  hand.      (Find  the  balance  from  your  Cash  Book.) 


IXVEXTORIES  tnhii  Feh.  29,  19—. 
AitKi't  Inveutorii');: 

Merchandise.— lOuO  bu.th.  Oats  @  33c.  ;  960#  Flaxseed  @  2hc. 

SOO      "     Peas  @  45c.  :  20  tons  P.  Hay  @  $17.00. 
500  hUs.   Flour  @  $i.50. 
Expeme.— Office  Safe,  $120.00. 
Results.— Net  Gain.,  .fi^.-'iO  ;   Net  Capital,  $4524.50. 


71.  Business  Papers — Bills  and  Invoices. 

A  Bill  is  au  Itemized  list  of  goods  solil  by  a  retailer  or  of  services  rendered.       Au  Invoice  is  an 
itemized  list  of  goods  sold  by  a  wholesaler. 
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(BILL.) 

Hamilton, 


February  2 


^Jb'-  James  Scott 


Bought  of  A.  WALLACE  &  CO. 

RETAIL  GROCERS 


19 


30 
5 
2 


#  Sugar 

#  Tea  ■ 
hags  Potatoes 
doz.  Eggs 


Paid  Feb.  2,  19—, 

A.   Wallace  <fc  Co., 

per  M.   T. 


(INVOICE.) 

Toronto,         /^'''^»«'"yy'^. 


1 

.25 

1 

1.10 

2 

.15 

4 

JJ[r.   P.  K.  Spefiicer 


Whitby 


Terms  :  Xet  SO  days. 


Bought  of  D.  T.  PAGE  &  CO. 

WHOLESALE  STATIONERS 


19 


20 
45 

90 


M.  Evrelopus  #  416(I  ■ 

gr.  Pens  #  KJ^S  - 

rms.  Treastiry  Foolscap  i6'# 


Less  S% 


Beceired  Payment, 

Feb.  11,  19—, 

D.  T.  Page  d,-  Co. 
K. 


1.50 

4 

.',11 

.55 

I 

10 

1.60 

S 

IS 

13 

60 

40 


20 


XoTE. — The  siffti   #   means  number  when  phiced  before  figures,  and  jtouuds  when  placed  after  llgures. 

72.  Business  Papers     Orders. 

An  Order  is  a  written  request  drawn  by  one  party,  called  the  drawer,  on  a  second  party,  called 
the  drawee  (the  payer  or  giver),  in  favour  of  a  third  party,  called  the  payee  (the  receiver). 

Kinds  of  Orders  :  (1)  Oi'ders  requesting  the  payment  of  money  or  the  giving  of  goods,  coiiimouly 
called  orders;  (2)  bank  cheques;  (3)  inland  or  domestic  bills  of  exchange,  commonly  called  drafts; 
(4)  foreign  bills  of  exchange,  commonly  called  hills  of  exchatuje ;  (.5)  bank  drafts;  (6)  post  office 
orders  ;  (7)  postal  notes  ;   (8)  express  money  orders.      (See  Sections  103  and  104.) 

The  last  set  exemplified  the  use  of  cheques.  In  this  set  we  shall  take  up  orders  for  money  or 
goods  ;  this  class  of  order  is  seldom  used,  but  the  pupil  in  bookkeeping  should  know  how  to  deal 
with  it.  A  farm  hand  or  other  employee  may  buy  goods  and  give  an  order  on  his  employer, 
because  his  employer  has  not  the  ready  money  for  his  wages  ;  the  mercliant  receives  the  order  and 
charges  the  goods  to  the  employer  ;  or  the  employer  may  himself  give  the  order,  asking  the  merchant 
to  let  his  employee  have  goods  on  his  account,  and  in  this  case  also  the  merchant  w-ill  charge  the 
goods  to  the  employer.     Orders  may,  however,  be  usefl  between  business  men  themselves. 
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(ORDER   FOR   MONEY.  I 


ll(}ut(/tc^,  ^Itaa^A  '/ ,    ^9- 


X  lease  pav  to  the  oroer  of  ^y»/i(i 
ana  cAar^e  to  JMif-   {(/reujit. 


ars 


'7 


S30 


100 


9.  .y/;- 


mf. 


ORDER 

FOR  GOODS.  1 

JL 

[S^,,/., 

/), 

llinttfVica, 

^(uirc/i 

/,  /.9— 

-vVa— 

% 

Ma^ 

/el 

^. 

9.  :Ai„, 

/nnr   f/fior/j   h<^oiH    ifOfff 

j/orc   /o   //tc  ((Jiicffjit  e/  ^/it/^ 

♦ 

25 
100 

^ol/ai^i,  ana 

'  c/ui/'^f/e  /c 

mn  account. 

i-^'  i 

.// 

:Jffr/. 

73.  Orders  for  Money,  or  Goods — Transactions  Journalized. 

For  iii-cdiiiing  orders,  make  the  pers(jn  debtor  who  i.s  to  pay  the  order  ;  and  if  mi  account, 
make  the  person  creditor  wlio  gave  it  to  us.  For  out-going  orders,  make  the  person  debtor  who 
received  it  from  lis,  if  on  account  :  and  make  the  person  creditor  wlio  is  to  pay  the  order. 


Wiiinipei/,  Mnn-h  1,  10—.     Sold  IX  King,  Mdm.  $30.25  ; 
receii'ed  in  paymf-iU  his  order  on  M.  Dark  for  the  amotint. 

M.  Dark  Dr.     - 
Mdm.  Cr. 

SO 

So 

SO 

■    25 

Winnijjeg,  March  1,  1!)—.     So/d  D.  King,  Mdse.  $30.  £5  on 
an  order  from  M.  Dark. 

M.   Dark  Dr.     - 
Md.-'e.  Cr. 

30 

25 

SO 

35 

Winnipeg,  March  1,   19 — .     Received  from   D.    King   on 
rKconiit  an  order  on  M.  Dark/or  $30.^5. 

M.  Dark  Dr.     - 

D.  King  Cr.     - 

SO 
30 

25 
25 

30 
SO 

25 

Winnipeg,  March  7,  19 — .      Oare  D.   King  on  account  an 
</rd<  r  on  .1/.  'Dark  for  $30.25. 

D.  Kin,/  Dr.      - 

M.  Dark  Cr.    - 

35 
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Dominion,  Machine,  Co.,  The.,  Toronto,  Did. 
Parker  Co.,  The   Wm.,  Peterboro,  Ont. 
Red  Star  Seed  Co.,  The,  Guelph,  Ont. 
All  Others,  At/incourt,  Oii,t. 


Farm  Produce H  +  10 

Bills  Payable //  +    3 

^  Farm  Implements //  +    .7 

Expense //+  10 


Farm  Stock 

...    11+   6 

Scholastic  Bank .     .  . 

..    H+n 

W.  Kel.loiv 

...    H+    6 

Loss  and  Gain   .     .  . 

...   11+    4 

Set  v.— D.  B.— Farm  Accounts  (Alternative  with  Set  IV.) 

Special  Features.  —  Farm  acrounfiii;/  n-itk  a  i^ariety  of  loss  ami  (jaiii.  accounts  :   the  use  of  Orders. 

■  Instructions  : 

(a)  Books  to  be  used — Business  Papers,  .Tt^urnal  Day  Book,  Cash  Book,  and  Ledifer. 

(b)  Business  Papers  : 

1.   Inn-ard. — Cheques  on  Apr.  20,  Mar.  2S  ;  Bills  on  May  5,  June  -2-5. 
..'     Oiif/vard. — Cheques  on  Apr.  3,  l'>.  May  26,  Any.  12,  Sept.  10,  20,  Dec.  31  :    mil  on 
Mar.   20  :    Xotes   on    Mar.    1,   May  1  ;    Deposit   Slip   on   Mar.   10  ;    Orders   on. 
Ajir.   30,   .Tune  SO,   Sept.   30. 
(e)    Make  ont  bii.sine.'is  paper's,  journalize,  and  ivrite   up  the   Ca.'ih  Book  ;   post;   take  a  Trial 
Balance  ;  take  stock  ;  make  ont  a  Loss  and  Gain  Statement,  a  Summary  of  the  Farmer's 
Capital  A/c,  and  a-n  Asset  and  Liability  Statement  ;   close  the  Ledger  as  in  Sets  I.  and  II. 
Directory : 

Acme  Suijar  Factory,  The,  Berlin,  Ont. 
Brock  Carriatje  Co  ,  The,  Markham,,  Ont. 
Dean,  Jas.,  Ellesmere,  Ont. 
Dams,   Wm.,  Stouffville,  Ont. 

Ledger  Lines : 

"^J.  L.  Grahnin  (Cap.  Ale)  11+    4 

Cash 11+14 

S.  Prinyle 11+    4 

-Heal  Estate //+    -' 

T.  Roberts //+    .;  .  I 

Notes. 

\.  The  Farm  Stock,  Farm  Implements,  and  Farm  Produce  accounts  may  be  kept  like  Merchandise  and  Expense 
accounts,  the  Dr.  side  showing  costs,  the  Cr.  side  showing  proceeds,  and  each  account  being  closetl  into  Loss  and  Gain 
Account.     (See  also  Section  100.) 

2.  A  Market  or  Farm  Produce  Book  sliould  be  kept  for  the  details  of  Petty  Sales.  From  this  book  the  totals 
would  be  transferred  to  the  books  of  account,  say,  once  every  month.  No  reference  has  been  made  to  such  a  book  in 
this  set.  Petty  Sales  for  cash  would  be  kept  separate  from  Petty  Sales  on  account ;  the  items  sold  to  eacli  {person  on 
a/c  would  be  kept  bj-  themselves  and  transferred  each  month  in  totals  to  the  Journal,  or  even  directly  to  tlie  Ledger. 

.S.  An  Expense  Book  might  also  be  kept  in  the  same  way  for  details,  cash  items  being  kept  separate  from  those 
on  a/c  :  cases  of  barter  (See  May  12)  would  be  entered  in  "the  Petty  Cash  Sales  and  also  in  the  Petty  Cash  Expense. 
Sales  and  purchases  of  Farm  Stock  would  be  entered  in  the  Journal. 

Transactions— Set  V. 

Agincouit,  March   1,  19 — .      J.  L.  Graham  has  this  day  cdininenced  to  keep  a  set  of  hooks  for 
the  purpose  of  recording  the  transactions  of  his  farm  business. 
Assets  :  Cash  $450  ;  Real  Estate — Farm  of  100  acres  valued  at  $80  per  acre,   Buildings 
valued    at    $3500  ;    Farm    Stock  $1000  ;    Farm  Implements  $650  ;    Farm  Produce- 
Grain,  Hay,  etc.,  $300. 
Liabilities:    Note  favour  of  J.  Miller,  dated   Feb.   9  at   6  months  for  $600  ;  amount  due 
W.  Kellow  on  a/c  $20. 
March  10.   Arranged  to  open  an  account  with  the  Schohxstic  Bank,  Agincourt,  and  deposited 

the  following  :   10  x  $2,  20  x  $10,  and  coin  $10. 
Mar.  20.  Sold  to  the  Red  Star  See'd  Co.  for  ca.sh  200  bu.  Seed  Oats  @  55c. 
Apr.  I.   Engaged  T.  Roberts  and  S.  Pringle  as  farm  hands  for  8  months  at  $25  per  month  each. 
Api'.   3.    Bought  from  S.  Fensoni,  Seed  Grain  $25,  and  gave  cheque  in  payment. 
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Apr.  15.   Paid  iiisuram-L-  prpmium  witli  cheque  S*7.50,  to  the  Atlas  Fii'e  Insurance  Co. 

Apr.  20.   Sold  to  the  AVilliani  Parker  Co.  fur  then-  cheque  on  the  Mercliants  Bank,  16  Hogs, 

2850 #  @  6|^c      Deposited  the  cheque  in  the  Bank. 
Apr.  30.   Gave  S.  Pringle  on  a/c  an  oi-der  for  jii;oods  on  AV.  Kellow  for  SIO. 
.May  1.   Bought  from  the  Brock  Carriage  Co.  on  my  note  at  5  months,  1  Heavy  Wagon  $90. 
May  5.   Paid  Ja.s.  Dean,  Blacksmith's  bill  to  date  in  cash  :    Apr.  10,  Shoeing  Horses  $2.25  ; 

Apr.  25,  Repairs  to  Plow  SI. 85  ;  May  1,  3  Plow  Shares  SI. 50. 
May  12.   Sold  to  D.  Marcus,  Butter  and  Eggs  $10.50,  and  traded  them  out  in  Groceries. 
May  23.   Paid  W.  Kellow  on  a/c  $25  in  cash. 
May  26.   Bought  from  the  Dominion  Machine  Co.,  1  Hay  Rake  $35;  gave  cheque  in  pajnnent. 

Sold  Farm  Produce  to  W.  Kellow  on  a/c  $21.20. 
June  1.  Sold  to  W.  D.  Peterson  for  cash,  12  Cattle  @  $60.     Deposited  $700  in  Bank. 
June  25.   Bought  from  W.  Kellow  on  a/c  125#  Sugar   @    5c.;    16|  yds.   Shirting   (§;    16c.; 

6J  yds.  Twee.1  @  90c.  ;  2  pr.s.  Shoes  @  $1.75. 
June  30.   Gave  T.  Roberts  an  order  for  goods  on  W.  Kellow  for  $15  on  account  of  wages. 
.     July  18.   Bought  from  M.  Ellis  for  cash  4  Cattle  at  $22.50. 

July  30.  Petty  Cash  Sales  of  Farm  Produce  for  June  and  July  $75. 

Aug.  12.   Paid  with  cheque  my  niite  favour  of  J.  Miller,  due  to-day. 

Sept.  5.   Paid  J.  Miller  for  2  days'  Threshing  $22.50  cash. 

Sept.  10.   Bought  from  T.  McMurray  with  cheque,  100  Lambs  @  $3.75. 

Sept.  20.   Bought  of  J.  Ellis  with  cheque,  6  tons  Coal  @   $6.50. 

Sept.  30.   Petty  Cash  Sales  of  Farm  Produce  for  August  and  September  $80. 

Gave  S.  Pringle  an  order  for  goods  on  W.  Kellow  for  .$20. 
Oct.  4.  Paid  my  note  favour  of  the  Broclc  Cai-riage  Co.  in  cash. 
Oct.  30.   Sold  to  the  Acme  Sugar  Factory  for  ca.sh,    1    car  load  of  Sugar  Beets  $120.      Paid 

freight  in  cash  $16.50.     (Charge  Farm  Produce.)     Paid  Taxes  for  the  year  in  cash  $72. 
Nov.  10.  Paid  AV.  Kellow  in  full  of  a/c  $37.04  cash. 

Nov.  28.   Sold  W.  D.  Peterson  for  his  cheque,  98  Lambs  ((g  $5.10.    Deposited  cheque  in  Bank. 
Nov.  30.   Paid  T.  Roberts  and  S.  Pringle  balance  due  them,  with  cheque  $ Petty 

Cash  Sales  of  Farm  Produce  for  October  and  November,  $40. 
Dec.  31.   Paid  church  subscription  to  the  Treasurer,  INI.  Sinclair,  with  cheque  $25. 


IXVEXTOKIES  taken  Ihr.   dl,   79—. 

Assi't  Inventoriti  : 

Real  Estate  -  -  $11500  Farm  Implements  -  -  $7^25 

Farm  Stock  -  -  900  Farm  FrodiKe  -  -  333 

Results  :  Xet  Gain  -S-'l^'KOl  ,■   Net  Capital  $13909.91. 


74.  Business  Papers — Promissory  Notes  and  Drafts. 

A  pi'omissorv  note  is  a  j)romise  to  pay  ;  a  draft  is  a  request  to  pay. 

The  parties  to  a  promissory  note  are  :  { 1 )  the  maker,  wlio  signs  the  note  and  promises  to  pay  it, 
(2)  ihe  jiaijee,  wYio  is  to  recei\'e  the  payment;  ^shen  the  payee  writes  his  name  across  the  back  of  the 
note  he  becomes  the  first  endorser.  In  the  following  note,  S.  Cleaver  is  the  makei-,  and  B.  Pearson 
is  the  payee  and  first  endorser. 
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The  parties  to  a  draft  are  :  (1)  the  drawer,  wlio  makes  the  request  and  signs  the  draft,  (2)  the 
drawee,  who  is  requested  to  pay,  and  afterward  becomes  the  acceptor,  (3)  the  }mt/ee,  wlio  is  to  receive 
the  payment ;  wlien  the  payee  writes  his  name  across  the  back  he  becomes  the  first  endorser.  In 
the  following  draft.  Pupil  is  the  drawer,  M.  Sinclair  is  the  drawee  (and  afterward  the  acceptor), 
and  R.  Bruce  is  the  payee  and  first  endorser. 


il   PROMISSORY  NOTE. 


f/25  2I. 


^y/i'tt^e   tn^cm/A^     after  ^ate    -/    promise    to   pat/ 
to    the    oraer  of  ^J.    ,^eatfiK)^ 
at  me   J/JomcniofV    ^an/c  /i£^i^  r 

tJne   ^i((nt^/f^  anif  i^Ju^rttu^/iti!^'-^-'-^ — — — -     ^sOolL 

((fu!    uitef^est  (ft  ^e^ett  /ler^   c^ftt.   /^/«   a/n/na/n, 

for  oaliie  received.  •  ^X     \)/fff)!f> 


ars 


fb)  DRAFT   •■  AFTER  DATE." 


,rJ/ur/)/  (/aui  after  date  pat/  to-.^ 

the  order  of  ^^/i.  e>vW^r^^'^ — ^^.^-.^.^^^^.-^-^-^^^^.v.^,-^^^^^..-^^-^^^-.^^^^^^ 
/Jfit(i    J/(undt^  and  ^e'-ee^lip-^hie   .-.^^^ — ^...^^^^-.^^, —  ^  kOolli 
for  value  received,  and  charae  to  account  of 
•ifo    ^M.    tJinc/am, 


ars 
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(i!   DRAFT   "AFTER   SIGHT.' 


t/ie    order  of  //ic    ^Of/iuiio/i    ^A>an/-^^--^^- — --—    ~  ^-^^^    ^ 

for  oa/ue  receiveo,    and  c/iarae  to  account  of 

%Jo  <^  //.   tyuicffffjf, 


ars 


Business  men  generally  draw  the  drafts  on  their  customers  in  favour  of  themselves,  thus,  "  pay  to 
onrsclvi'S  or  order,"  or  in  favour  of  their  bank  as  in  the  foregoing  example  (c).  AVhen  the  di'aft  is  to 
be  placed  wnth  the  bank  for  collection  or  discount,  the  second  methofl  is  preferable. 

75.  Acceptance  of  Drafts. 

\\\  the  foiegoing  draft,  ^I.  Shiclair  is  not  liable  for  the  amount  vntil  he  accepts  it,  that  is, 
writes  his  name,  with  or  w  itlmut  the  wortl  acceptp.d,  aci-oss  the  face  of  the  draft,  preferably  in  red 
ink.  (See  the  example  in  Section  27.)  By  tliis  act  he  accepts  the  terms  of  the  (h-aft — he  agrees  to 
pay  the  amount.  The  draft  now  becomes  an  accej>l<d  draft  or  accfptdiicp  ;  the  term  acceptance  may 
mean  either  the  writing  across  the  face  of  the  draft,  or  the  \vh(_)le  draft  after  it  is  accepted.  In  the 
examples  given,  it  is  Pupil's  draft,  but  it  is  M.  Sinclair's  (icceptauci>. 

76.  Examples  of  Acceptance. 

Fornt  I.  is  .sufficient  to  make  M.  Sinclair  liable,  but  Form  II.  is  the  one  recommended  by 
accountants.  "Thirty  days  a/'/er  su/fif"  means  "thirty  days  after  acceptance,"  so  that  the  date 
uuist  be  added  to  the  acceptance  in  this  case,  to  fix  the  due  date  ;  "  thirty  days  q/i!er  (fa<e  "  means 
thirty  days  after  the  date  of  the  draft  ^it  the  top,  and  therefore  the  date  of  acceptance  is  not 
necessary  to  fix  the  due  date.  It  is  considered  better,  however,  to  add  both  date  and  place  of  pay- 
ment to  all  acceptances.      Form  III.  changes  the  amount,  and  Form  TV.  changes  the  time. 

/.    Accepted.  III.    Accepted,  April  o,  10 — , 

M.  Sinc/nir.  '  For  I'/ro  Hundred  Dollars. 

M.  Sinclair. 

II.  Accepted,  April  3,  19 — ,  IV.   Accepted,  April  3,  19 — , 

Payable  nt  the' Dominion  Bank.  Payable  .■<ixty  days  after  date. 

J/.  Sinclair.  M.  Sinclair. 
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77  («).  Kinds  of  Promissory  Notes. 

(1).   Individual  Xotc — One  signed  hv  ;i  single  person.      See  example  in  8ec.  74. 

(2).  Joint  Note. — One  signeil  l)y  two  or  more  persons,  each  of  whom  promises  to  pav  an  equal 
share.  In  the  individual  note,  change  "I  "  to  "  we  jointly,"  ami  adil  one  or  more 
signatures,  and  it  becomes  a,  joint  tuAc 

(3).  Joint  and  Several  Note. — One  signed  by  two  <ir  more  parties,  eacli  nf  whnni  promises  to 
pav  an  equal  share,  or  the  whole  amount  if  the  others  fail  to  pay.  In  the  individual 
note,  change  "I  "  to  "  we  jointly  and  severally  "  and  add  one  or  more  signatures  ;  or  leave 
the  "I  "  and  simply  add  more  signatures,  and  it  becomes  a  joint  and  several  note. 

(4).  Marksman's  Note. — One  signed  with  a  mai'k  by  a  person  who  caiuiot  write.  There  should 
be  a  witness  to  the  signature,  and  the  note  should  be  read  and  explained  in  the  presence 
of  the  witness. 

his 
Witness :      H.  Siinii.ders.  P.  )(  Spenee. 

miir/,-. 

(5).  Lien  Note. — One,  which  besides  promising  t<.)  pay,  contains  a  clau.se  giving  the  ]:>ayee  a  lien 
or  claim  on  the  article  for  which  the  note  was  given.  In  case  of  failure  to  pay  at  maturity, 
the  seller  may  regain  possession  of  the  goods,  and  the  buyer  loses  w  hat  he  has  paid  thereon. 
Tlie  buyer  may  not  sell  the  article  until  the  note  is  fully  paid  ;  the  note  is  negotiable. 
(See  Section  79  on  negotiability.) 

(h)  Kinds  of  Drafts. 

A  draft  commencing  " Thirty  days  after  date  "  or  "Thirty  days' after  sight  "  is  called  a  <ime 
draft;  one  commencing  "At  sight"  is  called  a  sii/lif  draft ;  one  commencing  "On  demand"  is 
called  a  demand  draft.     We  may  also  speak  of  time  notes  and  demand  notes. 

78  (a).  Days  of  Grace  and  Due  Date. 

The  law  allows  three  days,  called  dai/s  iif  (/race,  over  and  above  the  time  specified,  in  all  notes 
and  drafts,  excepting  those  on  demand  and  those  containing  such  words  as  without  yrace. 

A  note  or  accepted  draft  is  legally  due  on  the  last  day  of  grace,  unless  that  day  should  be  a 
legal  holiday  or  )ion-judicial  day,  in  which  case  it  falls  due  on  the  next  business  dav  thereafter. 

{Ij}  Finding  the  Due  Date. 

(1).  I'ime  to  Pun  in.  Days. — Reckon  the  number  of  days  to  run,  together  with  the  three  days  of 
grace,  forward  from  the  date  of  the  note,  or  from  the  date  of  the  draft  drawn  so  many  days  "after 
date  "  ;  but  in  the  case  of  drafts  drawn  "at  sight ''  or  so  many  days  "  after  sight,"  i-eckon  forward 
from  the  date  of  acceptance.  Drafts  drawn  "  at  sight "  may  be  accepted,  which  allows  the 
acceptor  three  days  in  which  to  provide  the  monev  ;  thev  are  usually,  however,  ]iaid  on  presentation. 

{'2).  Time  to  Pun  in  Months. — Reckon  as  in  the  following  examples  :  a  note,  dated  Jan.  3 
at  3  months,  is  nominally  due  on  April  3,  and  legally  due  and  payable  on  Apiil  6  ;  *  a  note, 
dated  Jan.  31  at  1  month,  would  be  nominally  due  on  Feb.-  31,  but  as  there  are  only  twenty-eight 
days  in  February,  it  is  nominally  due  on  Feb.  28,  and  legally  due  and  payable  on  March  3  ;  a  note, 
dated  Jan  31  at  3  months,  is  nominally  due  on  April  30,  and  legally  ilue  and  payable  on  iVIay  3. 

*  In  19r2  the  date.-i  would  be  Feb.  29  instead  of  Feb.  28,  and  March  i  instead  of  March  3  (.Sunday). 
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79.  Negotiable,  Non-negotiable  and  Assignable. 

A  business  pajx'r  is  negotiable  when  it  ean  be  transferi'ed  by  the  payee  with  full  title. 
Piomissorv  notes,  drafts,  cheques,  etc.,  having  "or  bearer"  or  "or  order"  after  the  payee's  name 
iiro  .said  to  be  negotiable  ;  those  having  "  or  bearer "  may  be  tran.sferred  by  the  payee  without 
endorsement;  those  having  ''or  order"  must  be  endorsed  by  the  payee  before  he  can.  transfer 
them.  The  expressions  "  to  James  Hill  "  and  "  to  the  order  of  .James  Hill"  ai-e  held  in  law  to 
mean  the  same  as  the  e.xpression  "to  .James  Hill  or  order." 

A  business  paper  is  non-negotiable  when  it  cannot  be  transferred  with  full  title.  It  is  then 
said  to  be  assignable  ;  the  payee  can  give  only  as  good  a  title  as  he  himself  has  ;  the  paper  is 
subject  to  any  counter-claim  which  the  payer  may  have  against  the  original  payee.  A  paper  is 
non-negotiable,  or  assignable  when  the  word  "only"  or  some  such  limiting  tei'm  follows  the  payee',s 
name. 

If  the  word  "bearer"  be  cro.ssed  out  in,  say,  a  bank  cheque,  the  word  "order"  is  understood 
and  need  ]iot  be  written  ab(_)ve.  It  is  not  allowable  for  anyone  to  cross  out  the  words  "order"  or 
"  oidy  "  and  to  substitute  "bearer,"  excepting  the  payer,  and  he  should  initial  the  change. 

80.  Endorsement. 

When  eudorsing  paper,  it  should  be  turned  over,  with  tht^  left-hand  end  up,  and  the  name 
written  on  the  back,  well  abdve  the  middle.  The  purpose  of  the  endorsement  is  two-fokl  :  (1)  that 
the  payee  may  be  able  to  tran.sfer  the  paper,  ami  (2)  that  the  payee  may  be  held  liable  in  case  the 
maker  or  acceptor  should  fail  to  pay. 

81.  Collection  and  Discovint. 

Business  men  generally  ari-ange  with  the  bank  to  collect  their  customers'  notes  and  accept- 
ances.     The  bank  charges  a  small  fee  of  \%,  more  or  less  according  to  circumstances. 

If,  however,  business  men  need  ready  money  they  discount  the  drafts  drawn  on  their  customers 
oi-  the  notes  given  by  their  customers.  The  bank  places  the  proceeds  to  their  credit  at  once,  and 
they  may  tlu-n  draw  che(iues  on  the  amount.  Discounting  is  inor(.>  expensive  than  collection  by  the 
bank  ;  but  when  the  paper  is  placed  for  collection,  the  proceeds  are  available  only  when  it  is  due 
and  paid.  Drafts  are  usualh'  discounted  before  they  are  accepted  by  the  drawee  ;  the  bank  obtains 
the  acceptance  afterward  ;  if  ilishonoured  tlic  bank  charges  them  back  to  the  drawer. 

82.  Dishonour,  Protest  and  Discharge. 

.V  note  is  said  tn  l«Mlishiinciur(Ml  liv  ndii-puynicnt,  and  a  draft  liy  non-acceptance  <ir  non-payment. 

When  a  note  or  draft  is  dishonoured,  it  is  nccessaiT  for  the  holder  to  notify  the  endor.sers  of  the 
note,  or  the  endorsers  and  drawer  of  the  draft,  of  the  dishonoin-,  if  he  wishes  to  hold  them  liable  for 
the  amount.  He  may  do  this  verbally,  by  letter,  or  by  protesting  ;  protesting  is  the  notice  given  by 
a  notary  public.  This  notice  must  be  given  oi-  mailed  not  later  than  the  next  business  day  after 
dishonour. 

A  note  or  draft  is  said  to  be  discharged  when  paid  by,  or  in  behalf  of,    the  maker  or  acceptor. 
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83.  Examples  of  Endorsement. 

1.  Blank.  2.  Full. 


Jas.  Scott . 


4.  Qualified. 


Without  recovrse  to  me. 
Jas.  Scott. 


7.  Fop  Colleetion. 


Fay  to  the  order    of  the 
Jjomiiiion  Bank. 

Jas.  Scott. 


Fay  to  thi"  order  of  T.  Ray. 
.Tas.  Scott. 


5.  For  Partial  Payment. 


Received  on  the  tvithin  iwte, 
Feb.  3,  19 ,  Fifty  Dollars. 

J.S. 
Mar.4, 19 — ,  Thirty  Dollars. 

J.  S. 


8.  For  Discount. 


Fay   to   the  order  cf  the 
Domiiiimi  Hank. 

Jas.  Scott. 


3.  Restrictive. 


Fay  to  T.  Ray  only. 

Jas.  Scott. 


6.  For  Deposit. 


I'lty   to   the  (frder  of  the 
Dominion  Bank. 

Jas.  Scott. 


9.  Waiving  of  Protest. 


Presentation  and  Frotest 
waived. 

Jas.  Scott. 


KIN'D& 
(1).   Blank 

(2).  Full 

(3).  Hestrictive 

(4).   Qualified 

(o).   For  jjarlial 

payment 

(6).  For  deposit 

(7).   For  collection 

(8).  For  discontit 

(9).    Wairinff  of 
Froteat 


EFFECTS. 

Makes  it  payable  to  bcircr  and  holds 
Ja«.  Scott  liable  in  case  the  maker 
fails  to  pay. 

Requires  T.  Ray  to  endorse  before  he 
can  transfer,  and  holds  Jas.  Scott 
liable. 

Prevents  T.  Ray  from  transferring  it 
with  full  title ;  he  may  assign  it  ordy. 
Jas.  Scott  is  liable. 

Makes  it  payable  to  bearer,  and  frees 
Jas.  Scott  from  liability. 

Acts  as  a  receipt forpayments  thereon. 
The  initials  should  be  signed ;  if  the 
name  were  signed  in  full,  it  would 
be  payable  to  bearer. 

Prevents  fraudulent  cashing.  It  must 
be  deposited.  Banks  object  to  the 
form  "  For  deposit  only." 

Used  w^hen  notes  or  drafts  are  placed 
with  the  bank  for  collection. 

Used  when  notes  or  drafts  are  dis- 
counted and  the  proceeds  deposited. 

Holds  Jas.  Scott  liable  without  protest 
or  notice,  in  case  the  maker  falLj  to 
pay. 


ai'plu;ation. 

(2) 

(11.  To  N'otcs—  I.  2,3,  4.  5, 
7.  S,  9. 

Fay  to  the  order  of-T.  Ray. 

(2).  To  r>rafts-l,  i.  3.  J,  o, 
7,  S,  9. 

Jas.  Scott. 

(3).  To  Cheques-1,  2,  3,  H. 

N.                          fronU 

,,  Jan.  i,19~ 

N.         /ate,    I  promise    to  pay 

5&o«,--.----~---~-~— — 

^and  Fifty ^^^-^^^^-^^^-^ '^  Dollars 

/"^                                                 M.  Sinclair. 

ns 
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84.  Bill  Book. 

The  liills  Ket-eixahle  Book  is  a  detailed  record  of  other  jiersoiis'  notes  and  acceptances  received 
and  atti'r\vard  disposed  of  liv  oiu'  business. 

The  Bills  Payahlc  l>ook  is  a  detailed  record  of  our  own  notes  and  acceptances  issued  and  after- 
ward redeemed  by  our  business. 

These  records  should  be  made  froui  the  notes  and  drafts  themselves  as  they  lie  before  us,  from 
bills  receivable  when  received,  and  from  bills  payable  when  issued  ;  tlie  last  column  is  filled  in  at 
the  time  of  payment.  Bill  Books  difler  T,cry  much  in  form  in  the  various  offices,  but  the  following 
general  form  is  most  suitable  for  the  learner,  as  it  will  not  only  teach  him  the  parties  to  a  note  or 
draft,  but  will  enable  him  to  understand  any  foi'iu  of  Bill  Book  ;  this  form  i.s  used  as  an  auxiliary 
book,  that  is,  as  a  bo(jk  of  record  from  which  no  posting  is  done  ;  through  it  the  bookkeeper  keeps 
track  of  the  due  dates,  so  that  he  may  present  the  bills  receivable  for  payment  at  the  proper  time, 
or  ha\e  tlie  necessary  funds  ready  to  meet  the  bills  payable.  In  the  form  in  Section  121,  it  is  used 
as  a  principal  book,  and  is  really  a  Bill  Journal  from  which  posting  is  done. 


85.  Form  of  Bill  Book — Used,  as  an  Auxiliary  Book. 

The  Bills  Receivable,  recorded  below,  are  from  Examples  2  and  3  in  Sec.  86,  and  April  .6  in  Set 
VI.  The  Bills  Payable  arc>  from  E.xamples  .5  and  6  in  Sec.  86,  and  April  1  in  Set  VI.  In  the 
"Begins  to  Run"  colunni  is  placed  the  date  from  which  the  iivic  to  run  is  reckoned.  For  drafts 
drawn  payable  "after  diite,"  enter  the  date  of  the  draft  as  in  Bills  Rec.  1,  and  Bills  Pay.  2  ;  for 
drafts  drawn  payable  "after  sight,"  enter  the  date  of  acceptance,  as  in  Bills  Rec.  2  and  Bills  Pay.  1. 
An  entry  is  made  foi-  "Endorser  (note),"  only  when  some  outside  party  endorses  as  e.xtra  .secin'ity ; 
he  is  liable  in  case  tlie  maker  fails  to  pay,  just  as  the  ilrawer  of  a  draft  is  liable  if  the  drawee  fails 
to  jiay. 

For  the  present,  the  Pupil  may  omit  from  his  Bill  Book  the  heading  "  Endorser  (note),  '  leaving 
tlie  single  heading  "  I>rawer  (draft).'" 

BILLS. 


No. 

WriK.v 

Kn"doksp:k  (Xote). 

Makkr   (Xote). 

Pavfe  (Note). 

Payable  at 

Beclvsto  Rev. 

Rkckivkd. 

Drawkk  (Draft).    i)R.*WEE(UHAKT).       i'ayek  (drakt). 

Place. 

Bank. 

Month. 

Year. 

1 
2 
S 

April 

1 
1 
6 

Onrselrc't. 
/•'.  Sjicvce. 

R.  Spencc. 
K.  MarslialL 
F.  Mallauil. 

Onr^elrcit. 

Stralford 

Duiidas 

Giti/ph 

Hi-i  office 
Dominion 
HiA  office 

April 
April 
April 

1 
3 
6 

19— 
19— 
19— 

BILLfi. 


Endorser  (Xote). 
Drawer  (Draft). 


E.  ilorrismi  ct  Co. 
E.  Morrison  <£•  Co. 


Maker  (Xote). 
Drawee  (Draft). 


OfO'iieh'ex 


Payee  (.Vote). 
Payee  (Draft). 


il.  Carter 

E.  Morriso)!  d-  Co. 

D.  Pettri^on 


Payahi.e  at 


Place. 


Toronto 
Toronlo 
Guelph 


Bank. 


Imperial 
Our  office 
Scholaslic 


I^EGl.VS  TO   Kl'N. 


Month. 

Year. 

April 
April 
Feb. 

1 
1(1 
19 

79— 
19— 

19— 
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(1).  Hamilton,  April  1,  19 — .  Drew  a  draft  at  10  days  on 
R.  Spence,  Stratford,  in  favour  of  M.  Ford  for  $100. 

(2).  Hamtlton,  April  1,  19 — .  Drew  a  draft  at  10  days  on 
R.  Spence,  Stratford,  in  farour  of  ourselves  for  ■$  100.  f  Ac- 
cepted Apr.  S.J 

(3).  Hamilton,  April  1,  19 — .  Received  from  R.  Spture,  Stratford, 
on  acct.,  a  10-days'  sight  draft  on  K.  Marshall,  Dundas, 
in  our  favour,  for  $100.  (Accepted  Apr.  3,  payable  at  the 
Dominion  Bank. ) 

(4).  Hamilton,  April  1,  19 — .  Received  from  R.  Spence  on  iicct., 
a  sight  draft  on  K.  Marshall,  in  our  favour,  for  $100. 

(3).  Toronto,  April  1,  19 — .  Accepted  R.  Morrison  <t-  Go's  draft 
at  20  days'  sight,  in  favour  of  M.  Carter,  city,  for  $300, 
payable  at  the  Imperial  Bank.     (Draft  is  dated  March  29.  J 

(6).  Toronto,  April  1,  19 — .  Bought  from  E.  Morrison  el-  Co., 
Montreal,  Mdse.  $300,  on  our  acceptance  at  30  days,  in 
their  favour.  (Draft  is  dated  April  10,  being  dated  for- 
uMrd. ) 

(7).  Toronto,  April  1,  19 — .  Remitted  to  E.  Morrison  <t-  Co.,  on 
acct.,  a  draft  at  1  mo.  on  D.  Sparks,  Montreal,  in  their 
favour,  for  $300. 

(8).  Toronto,  April  1,  19 — .  Paid  E.  Morrison  tb  Co's  sight 
draft  on  us,  in  favour  of  D.  Millar,  city,  for  $200. 


M.  Ford 

100 

;         R.  Spence 

WO 

Bills  Rec. 

100 

R.  Spence   - 



100 

Bills  Rec. 

100 

R.  Spence  - 

1      100 

Cash 

100 

R.  Spence  - 

100 

E.  Morrison  <b  Co.    - 

BOO 

Bills  Pay. 

300 

Mdse.        - 

200 

I 

Bills  Pay. 

300 

E.  Morrison  d-  Co.     ■ 

200 

D.  Sparks 

200 

200 

E.  Morrison  <{.•  Co.    • 

Cash 

■?on 

Remarks — 1.  In  actual  business,  Example  6  would  be  put  through  the  personal  account,  as  follows  : 
Mdse.  Dr.  §200,  and  E.  Morrison  &.  Co.  Cr.  |200  ;  E.  Morrison  ct  Co.  Dr.  .1i!200,  and  Bills 
Pay.  Cr.  §200. 
2.  The  Pupil  should  ha%e  all  inward  and  outward  notes,  drafts,  and  cheques  properly  endorsed. 
Notes  and  time  drafts  should  be  endorsed  on  their  due  dates,  or  at  the  time  of  settlement 
or  transfer  ;  sight  drafts  and  cheques  may  be  endorsed  when  first  written  out,  since  they  are 
not  again  mentioned  in  the  sets.  He  should  endorse  only  tho.se  outward  papers  which 
will  be  returned  to  him. 

RECEIVAliLE. 


Tl.METO  KU.V. 

W'llF.S    I)LE. 

Kate,, 

1)1.S1 

'(>.SKI>  OK. 

Year     1 

Jan.   Feb. 

Mar. 

Apr. 

13 
16 

May 
9 

June 

July 

Aug. 

Sep. 

Oct 

Not. 

Dec. 

Int. 

Amount. 

When. 

How. 

10  dys. 

10  dys'  sight 

30  dys. 

19— 
19— 
19— 

100 
100 
370 

Apr. 
Apr. 
May 

15 

m 

9 

Cash 
Cask 

Settled 

PA  YA  BLE. 


Whem  Due. 

Rate  ;; 
Int. 

Redeemkd. 

Time  to  Ru.v. 

V.ar 

Jan. 

Feb. 

Mar 

Apr. 

3i 
23 

May 
S 

June 

July 



Aug. 

Sep. 

Oct. 

Nov. 

Dec. 

.\.MOUNT 

When. 

How. 

20  dys'  sight 
30  dys. 
60  dys. 

19— 
19— 
19— 

" 

200 
200 
100 

1 

Apr. 
May 

Apr. 
Apr. 

24 
3 
ss 
ss 

Cheque 
Bank  draft 
J  Cash  tco 

XOugutta 

60 
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Set  VI. — D.  B. — Grocery  and  Provision  Business. 

Special  Features Use  of  draffs.      Introdtiction  of  till'  Hill  Hook  as  an  aiixiliary  hook. 

Instructions : 

(a)  Books  to  he  used — Business  Papers,  Journal  Day  Hook,  Cnjsh  Hook,  Hill  Book,  and  Ledijer. 

(b)  Business  Papers  : 

1.  Ininird. — Notes  on  Aprill,  0,9,  ^£  ;   Cheques  on,  April  4,  H  •'  Drafts  on  April  .9,  IQ,  zO. 

2.  Ou.taxird — Note  on  Apr.  1  :    Deposit  Slip  on  Apr.  3  ;   Cheques  on  A/ir.  ■>,  6,  13,  18,  25, 
26,  2U  ;  Drafts  on  Apr.  4,  .10,  !.'>,  24,  27  ;  Invoices  on  Apr.  4,  C.  U,  11,  12,  15,-^2. 

(i-)  Make  out  business  papers,  journalize,  and  write  up  the  Cash  Book  and  Bill  Book  ;  post  ;  lake 
a  Trial  Balance ;  take  stock  ;  make  Financial  Statements  (Loss  and  Gain,  Summary,  and 
Asset  and  Liability) :  close  the  Ledyer.  Personal  Accounts  should  he  closed  xvhen  they 
halaure.      Leave  room  for  the  accounts  of  Set   VII.  under  t/wse  of  Set  J  I. 

(d)  In  the  hiisine.ts  papers  and  in  the  Bill  Book,  make  all  your  otvn  notes  and  acceptances  payable 
at  your  ou-n  Bank  ;  and  make  otJier  jjersons'  notes  and  acceptances  payable  at  their  otvn  toini 
or  city.  Consult  the  calendars  on  payes  102  to  I04  when  di'termininr/  the  due  dates.  When 
the  last  day  .of  ijrace  falls  on  a  Sunday,  or  any  leyal  holiday,  take  the  next  business  day 
followiny  as  due  date. 


Directory : 

Bain,  S.,  St.  Marfs,  Ont. 
Smith,  II'.  D.  (b  Co.,  Limited,  Toronto,  Ont. 
Mason,  P.  &  Co.,  11  a  mil  toil,  Ont. 
Mathews,  P.,  St.  Mary's,  Out. 


Peterson,  D.,  Gait,  Ont. 
Simpson,  D.,  Stratford,  Ont. 
William.^,  P.,  (rait,  Ont. 
All  Others,  Guelph,  Ont. 


Ledger  Lines  for  Sets  VL  and  VIL 

The  first  minilHr  sIkavs  tht-  lines  or  spaces  necessary   for    .Set    VI.,  and  the  .second  niimbei'  the 
e.xtra  lines  necessary  for  Set  VII.      The  cipher  shows  that  such  accounts  are  not  used  in  that  Set. 


^  Pupil  (Capital  Alc)/l+    6+    ■'> 

F.  Medland //+    1+    ■', 

P.   Williams //+    4+    0 

^Cash ll+ll+l-'i 

^Merchandise If  +  1-i  +  l-i 

■*  /:  Sinclair //  +    2+    .1 

Expense //+    6+    ■'> 

P.  Mason  £•  Co.  ...11+    4+0 


'-■  Bills  Payable 7/  +  .^  +  J 

Bills  Receivable II  +  5  +  5 

B.  Simpson H  +  4  +  0 

''Scholastic     Bank 

(Guelph) J/  +  10  +  1 

D.    Peterson //  +  4  +  0 

Loss<kGain{April ). .  11  +  4  +  0 

"  Interest  ((•  Discount.  //  +  0  +  4 


Real  Estate 11+0+    4 

Scholastic     Hank 

(London) II+O  +  IO 

3  P.  Mathews H+0+    3 

Mdse.  Discount.  ..  .H+0+    4 
Loss  <&  Gain  (May) .11+0+    5 


Transactions— Set  VI. 
Guelph,  April  1,  19 — .      Pupil    commences    the    (irocery    and    Provi.si(m    Business   at    No.    37 
Upper  Wyndhani  St. 

Assets:  Cash,   $4000:    Mdse.,  S'-'OOO ;    note  against    K.    AVilliams,  ilated    March    U, 

19—,  at  .30  days,  §120. 
Liabilities;   Balance  due   P.Mason   A   Co.,    83-50:    balance   due    F.  Medland,    #270; 
note  favour  of  D.  Peterson,   dated    Feb.     19,    19 — ,    at    60    days,   payable    at    the 
Scholastic  Bank,  $1#*. 
2.   Leased   from    R.    Grant   the  above    named   store    at    $360    per    annum,    i>ayable    monthly. 
Engaged  M.  Wilson  at  $3-5  per  month. 
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3.  Deposited  iii  the  Scholastic  liuiik    150  x. -^2,    200  x  s5,    ",()  x  s.'iO,    li  x  .'SlOO  ;   coin  $30.27; 

cheques,  §50.42  and  .?19.31. 
Bought  from  W.  D.  Smith  cfc  Co..  with  cheque,  .set  of  Ijooks  for  oHice,  §18. 

4.  Bought  from  P.  !Mason  &,  Co.,  on  a/c,  Mdse.  ^300  as  per  In\-.  dated  A))ril  3. 

Sold  R.  Williams  for  his  cheque  on  the  Traders  Bank,  300 #  Cheese  (ij    lie.  ;  500 #  S.  C. 

Ham  @  13c. 
Accepted  P.  Mason  >t  Co.'s  draft  on  us,  dated   April   3   at   12   days,   favour  of     F.   Px-oi-tor 

for  $300. 
fi.   Withdrew  for  private  use,  cash  $30. 

In.sured  our  stock  of  goods  in  the  British  America  Assurance  Co.,  and  jiaid   premium   $20 

with  cheque. 
Sold  D.  Simp.son  on  a/c,  400 #  Mocha  Coffee  (a\  18c.  ;   10  bbls.  Flour  @  $6. 
Sold  F.   Medland  on  liis  note  at  30  days,  4000 #  Gran.  Sugar  (a  5ic.  ;   20  bxs.  N.  P.  Soap 

@  $2.50. 
9.   Drew  a  draft  on  D.  Simpson  in  our  favour  at  10  days,  oji  a,c  for  $G0. 
Sold  S.  Bain  on  his  note  at  20  days,  500#  Butter  %  20c. 

10.  Bought  from  P.  Mason  it  Co.,  Mdse.  $150,  as  ])er  Inv.  dated  Ai)r.  (i   ;  acceptetl  their  draft 

at  30  days'  sight  in  pavment. 
Invoice  and  draft  will  be  dated  April  6.  but  the  acceptance  will  be  dated  April  10. 

11.  Sold  K.  Spiers  for  cash,  60  #  Y.  H..Tea  ®  30c.;  120#  Currants  ^  4c. 
Received  from  D.  Simpson  on  a/c,  his  cheque  for  §50,  on  the  Molsons  Bank. 

12.  Sold  R.  Williams  on  a  c,  400  gals.  G.  Syrup  (S   20c.  ;   2400  #  Cheese  at  10c. 

Bought  from  D.  Peterson,  Mdse.  $175,  as  per  Inv.  dated   Apr.  10  ;  gave  in   part   payment 
casli  $20,  balance  on  a/c. 

13.  Paid  P.  Mason  k  Co.  on  a/c,  cash  $130. 

Bought  from  L.  Muir  with  cheque,  desk  for  office  $70. 
15.   Sent  D.  Peterson  on  a  c,  a  sight  draft  in  his  favour,  drawn  on  K    Williams  for  $101). 

Sold  F.  Sinclair  on  a/c,  1000#  Rio  Coffee  @  16c.  ;  500#  Lard  at  9c. 
Iti.   i;.  Williams  paid  his  note  of  March  14  in  cash  $120. 

1 7.  Took  goods  from  store  for  pi'ivate  use,  $50. 

Goods  damaged  by  rain  to  the  extent  of  $30.      (Make  no  entrv.      Why?) 
Had  a  ten-dollar  bill  burned.      (Make  an  entry.     Why  ?)  , 

18.  Paid  our  acceptance  of  the  4tli  inst.  with  cheque. 

19.  Received  from  R.  Williams  on  a/e,  a  sight  draft  on  H.  Cran(!,  in  our  favour,  for  $200. 

20.  Paid  in  cash  D.  Peterson's  sight  draft  on  us,  dated  April  18,  in  favoui'  of  C.  Frost,  $33. 

22.  Sold  D.  Simpson  on  his  note  at  2  months,  payable  at  the  Merchants  ]'>;ink,  10  bxs.  Raisins 

@  Sl.50  ;  50  bbls.  Flour  @  $6.50. 
Paid  cash  $60  on  our  note  of  Feb.  19,  and  requested  1>.  Peterson  to   wait   3  days  for  the 

balance. 
D.  Simpson  requests  us  to  wait  one  day  for  tlie  payment  of  his  acceptance  of  th(^  9th  inst. 

23.  D.  Simpson  paid  his  acceptance  in  cash  $60. 

24.  Bought  from  D.  Peterson,  Mdse.  $160,  as  per  Tnv.  dated  Apr.  22  ;  accepted  his  draft  at  12 

days  in  his  favour,  in  payment. 

25.  Paid  the  balance  of  our  note  of  Feb.  19,  with  che(|ue. 
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'  26.    R.  Williams  paid  tlu'  balance  of  bis  a.'c  iu  cash. 

Settleil  our  a/c  with  P.  Mason  &  Co.  with  cheque. 
27.   Gave  D.  Peterson  on  a,c,  a  draft  at  10  days'  sight  on  D.  .Simpson  for  622. 

>Sold  otiice  desk  to  F.  Sinclair  for  .?60  ;  received  $20  cash  in  part  payment,  balance  on  a/c. 
29.   Paid  April  rent  of  store  with  cheque. 

Paid  M.  Wilson  his  month's  salary  in  ijoods  from  store. 


IXVENTORY  taken  April  Jii.    19 
Asset  Inveritory  : 

Merchnndisr. — 100(>#  Chfcse       (a     8c. 

soon  Hum  fe  lie. 

1500^  CV;//««        @  J^f. 

:iol-'>^  G.  Siu/nr  (a     J^c. 

soon  Y.II.  Tea  (a  25c. 


100  hhh.  Flour         @  $5.50 
95  b.cs.  K.P.  ,Soap  (a]  $2.00 
80  yah.  G.  Syrup  @        15c. 
50  h.rs.  Raisins       @  $1.25 

500#  Currants         @         S^c. 


Restilts. — Xfit  Gain  $175. J/)  :   X^-t  Capital  $5495.40. 


87.  Interest  and.  Discount. 

These  are  loss  and  gain  accounts.  Interest  is  the  price  of  the  use  of  money  ;  discou7tt  is  an 
allowance  off  a  note,  invoice,  or  account  for  prepayment,  oi'  for  other  reasons.  (See  pp.  .3  and  4  of  the 
Preface.)  Interest  and  discount  on  notes  or  loans  are  posted  to  Interest  and  Discount  Ajc,  which  is 
closed  into  Loss  and.  Gain  Ajc.  Cash  discounts  on  purcliases  or  sales  of  merchandise  are  posted  to 
Merchaii.di.ie  Disconnt  Ajc,  which  is  closed  into  Merchandise  Ajc  ;  cash  discolmts  might,  indeed,  be 
posted  direct  to  Merchandise  A/c. 

Ride. — Make  Interest  Account  debtor  when  interest  is  a  cost,  and  creditor  when  it  is  a 
pi'oceeds.     Make  Discount  Account  debtor  when  discount  is  a  cost,  and  creditor  when  it  is  a  proceeds. 

88.  Interest  and  Discount — Transactions  Journalized. 


(1).    May    1.  —  Paid  mij  'twit:  .^100   an'l    Ihi'   interest   thereon  $'5,  in 
cash. 


(2).    May  :i. — R.  Smith  jiaiti  his  uofe  jar  .^.'.'00  and  the  interext  thereon 
$S,  in  cash. 


(.S).    May   .3.  —  Prepaid   my    note    of   .^'It/O     in,     cash,     disconnt    al- 
lotced  S'l. 


(4).    May  4. — 1^.  Smith  pre/iaid  hi.^  iiotf   of  S'-OO  in   tush,  discount 
allowed  SS..50. 


(.">).    May  li. — Settled  my  account  of  Slfiil   irlth    I>.    Rotih,   in  ra-f/i 
he  alio  iced  -■>%  discount. 


(6).    May  7. — SoUl   F.    Sonurs    Md.-<e.    S'^iot)  for  cat^h  :    alloiced  him 
3%  discoHHt. 


IXVEXrORIES  tnl-en  May  31. 

Asset   Inrentory :    Interest   accrued    on    Bills   Rec,    $2.50. 
Liahility  Inueutory :       "  "         "      Bills    Pay.,    $3.25. 


Bills  Pay. 
Interest 
Ca-th 

Ca-^h 

Bills  Rec. 
Intere.-*! 

Bills  Pay. 
Cash 
Discount 


Cai<h 
Discount 

Bills  Rec.    - 

D.  Rohh    - 
Cash 
Mdse.  Disco  mil  ■ 


C-'u.f/j 


Mdse.  Discount 
Mdse. 


100 

5 

105 

:J0S 

200 
S 

lUU 

94 
6 

191 

SO 

S 

50 

SOO 

150 

1 

142 

7 

291 

9 

SOO 

1 

50 
50 
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89.  Ledger  for 

[nterest 

a,nd  Discount 

Hay 

1 
4 

*3t 

Inventory     - 
Im^ntory 

0^   , 

63  •          S 

IS 

16 

50 
7o 

May 

S 

*31 
*31 

Inveiiiory    - 

62 
62 

62 
63 

8 
6 
1  i 

2 
1 

r,o 

Inventory 

16 

75 

June 

1 

63              2 

50 

Jmie 

1 

3 

25 

90.  Ledger  for Merchandise  Discount. 


May  !     ; 

tiJ 

■'  1 

May 

*31 

Meixhandim 

1 

50 
50 

1          ^ 

9 

i 

lied  ink  for  these  lines. 

91.  Inventories. 

All  loss  anil  gain  accounts  maj-  or  may  not  have  Inventories,  of  which  there  are  two  kinds — 
Asset  Inventories  and  Liabihty  Inventories.  An  Asset  Inventory  is  a  vahie  belonging  to  the 
business,  not  sho\\Ti  in  the  Trial  Balance,  such  as,  Mdse.  on  hand,  Real  Estate  on  hand,  Rent  or 
Salaries  prepaid,  Interest  Receivable  accrued  (on  Bills  Receivable,  etc.,  bearing  interest),  Discount 
Receivable  (on  Bills  Payable,  etc.,  not  yet  due).  A  Liability  Inventory  is  a  debt  owing  by  the 
business,  not  shown  in  the  Trial  Balance,  such  as,  Rent  or  Salaries  due  bv  the  business.  Interest 
Payable  accrued  (on  Bills  Payable,  etc.,  bearing  interest).  Discount  Payable  (on  Bills  Receivable, 
etc.,  not  vet  due). 

Asset  Inventories  are  placed  on  the  Cr.  side  in  red  ink  :  anil,  after  closing,  are  bi-ought  down  in 
black  ink  on  the  Dr.  side  for  the  next  month.  Liability  Inventories  are  placed  on  the  Dr.  siile  in 
red  ink  ;  and,  after  closing,  are  brought  down  in  black  ink  on  the  Cr.  side  for  the  next  month. 

These  Inventories  are  placed  on  their  icromj  sides  in  red  ink,  to  find  the  gain  or  the  loss  ;  they 
are  afterward  brought  down  on  their  right  sides  in  black  ink.  as  assets  or  liabilities. 

92.  Financial  Statements — Treatment  of  Inventories. 

The  Statements  in  Sections  93,  94  and  95  show  how  to  treat  the  two  kinds  of  Inventories. 
These  statements  are  made  from  the  following  Trial  Balance  and  Inventorie.s,  which  have  no 
connection  with  any  of  the  given  sets.  The  Pupil  may  select  any  one  of  the  thi-ee  forms,  but 
should  underetand  all  ;  the  columnar  statement — Form  3,  is  not  nmfli  used  in  actual  business. 


TRIAL  BALAXCE.   May  SI.   l'i~. 

Dr. 

Ck. 

IX  VEX  TORIES,   May  31,  19—. 

21 

Pupil  (Cap.  Ajc) 

4400 

;     Asset  Inrenlories : 

21 

22 
22 
i2 

T.  Mumon 

R.  PaiTner '          -                   - 

BUIh  Receivable    - 
Bills  Payable       - 

SIO 
330 

25 

m 

250 

60 

Merchandise  on  hand             -         -       $1500.75 
1             Real  Estate  on  hand     -         ■         -          2100.00 
1             Interest  Receiixible,  accrued  on  Bills  Sec.        2.50 

X 

23 
23 

Cash             .... 
Merchandise 

1633 
4350 

75 

3960 

','> 

Liability  Inventories : 

X 

2i 

Expense       -         .         .         . 

240 

50 

Expense — clerk's  salary  due.           -             30.00 

X 

2i 

Real  Estate 

2000 

Interest  Payable,  accrued  on  Bills  Pay.      3.25 

X 

24 

Interest  and  Discount 

22 

50 
50  \ 

21  i  50 

9086 

9086 

50  \ 

N'OTE. — See  Secticn  4(i  fn  >. 
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93.  Financial  Statement — Form  I. 

(n)  STATEMENT  OF  LOSSES  AX/>  OAINS,   M„.y  :!!,   19- 


ExpeiiJie    ■ 

ItUerest  and  Discount 

*  Pupil's  Net  Gain    - 


:220 

1 

9SS 


40 


(r'aiii^ 


Me7-chanxiise 
Heal  Estate.   - 


1110 
100 

40 

1210 

40 

(h)  SUMMARY  OF  PUPIL'S  ACCOUNT. 


*Net  Citpiliil 


.7,?,S'.S' 

05 

S3SS 

(15 

Net  Credit     - 
"    Gain 


4400 
9SS 


'  o3SS 


65 
65 


(,:)  STATEMENT  OF  ASSETS  AND   LIABILITIES. 


Assets. 

T.    MUSSOH              ..---- 

Bills  Beceiralik 

Caw./j          .          -          -          -                    -          - 
Merchandise     .         -         -                   -         - 
Real  Estate       ■          -                    ... 
Interest  Rrceirahle  tic  :i 

510 

330 

1633 

1500 

2100 

a 

25 

75 
50 

Liabilities. 

R.  Palmer 

Bills  Payable 

Expend,  salary  due      .... 

Interest  Payable  accrued 

Pupil's  Net  Capital       .... 

404 

250 

SO 

3 

5388 

60 

25 
65 

0076 

50 

I      6076 

50 

Revinrk 
1. 


3. 


The  Lwss  and  (iaiii  Statement  i..  i.:-ulc  i\\,\\\  the  loss  and  gain  accounts  marked  thus  (  x  )  in  the 
Trial  Balance;  add  the  Inventories  o-  the  proper  side  (See  Sec.  91),  and  then  take  the 
difference  ;  a  Dr.  difference  is  a  loss  and  a  Cr.  difference  is  a  gain.  The  Asset  and  Liability 
statement  is  made  from  the  asset  and  litibility  accounts  in  the  Trial  Balance  ;  a  Dr.  difference 
is  an  asset  and  a  Cr.  difference  is  a  liability  ;  an  Asset  Inventi)ry  is  also  aii  asset,  and  a 
Liability  Inventoiy  is  also  a  liability:  Pupil's  Net  Capital,  from  the  "Summary,"  is  a 
liability  of  tlie  business,  and  when  placed  on  the  liability  side  of  the  statement,  will  balance  it. 

Notice  that  the  Loss  and  Gain  Statement  is  the  same  as  the  Loss  and  Gain  Account  in  the 
Ledger.  The  Ijookkeepcr  hands  the  statements  to  the  proprietor,  and  then  closes  the  loss  and 
o-ain  accounts,  and  the  proprietor's  account,  in  the  Tjcdger  so  as  to  separate  the  gains  and  losses 
of  one  year  from  the  succeeding  one. 

Since  the  purpose  of  rlasiin/  tlir  haoks  is  to  determine  the  Net  (iain  or  the  Net  Loss,  and  the 
Net  AVorth  or  the  Net  Insolvency,  there  is  no  necessity  for  closing  any  of  the  as.set  and 
liability  accounts  in  the  Ledger,  unless  it  be  Cash  and  Bank  Accounts.  Casli  Account  is  closed 
because  the  Cash  Book  is  closed  periodically,  as  a  check  on  tlie  ca.sh  drawer  ;  Bank  Account  is 
closed  as  a  clieck  on  the  Bank  Pass  Tiook,  which  is  balanced  monthly.  These  accounts  are  not 
usually  entereil  in  the  Ledger  ;  the  Cash  Book  is  made  to  answer  for  the  Cash  Account,  and 
Bank  Account  may  be  kept  as  indicated  in  Sections  113  and  114. 
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94.  Financial  Statement— Form  II, 

(a)  STATEMENT  OF  LOSSES  AXD  OAIXS.  May  31.  19- 


ItcniA 


Tot'ih. 


(ja  t  ».s 


Merchandise 
Seal  Bi^late 


Losses. 


Expense 

Interest  and  Discount 

PupiTs  yet  Gam 


1110 
100 


40 


75 


1310 


988 


40 


63 


(h)  SUMMARY  OF  PC/'ILS  ACCOUXT. 

PupU'"  Net  Crtdii 
"        "    Gain 

•     ;;;;; 

4400 
-     ,         988 

63 

"        "    Capital 

■    \\       5.3SS 

C.J 

(c)  STATEMEXT  OF  ASSETS  AXD  LIABILITIES. 


lUms 


T<ii„h 


Assets. 


T.  Mitsson 
Bills  Seceivable 
Cash 


Merchandise 

Real  Estate 

Interest  Rfrph'nlitf-  accrued 


Liabilities. 


R.  Painter 
Bills  Payable 
Expense,  salary  due 
Interest  Payable  accrued 
Pupil's  Xei  Capital 


95.  Financial  Statement — Form  III. 


510 

35- 

S30 
1633 

1-500 

73  1 

2100 

' 

2 

50 

6076 

m 

350 

SO 

3 

53SS 


60 


25 
65 


6076  I  .50 


FIXAXCIAL  STATEMEXT.  May 

31. 

19—. 

Triiil  liiililnr, 

State 

ueiit  .1/                                 Htati 

tnent  11/ 

h.F. 

21 

Pupil  (Capital  A/cJ 

Dk. 

C'K.             1 

Inventories,  j 

Los-ses. 

Gains. 

Assets. 

Liabilities. 

4400 

21 

T.  Mii-uon    - 

510 

25 

510 

J.~) 

22 

R.  Palmer    - 

404 

60   ! 

404 

IJO 

22 

Bills  Receivable 

330 

330 

22 

Bills  Payable 

S50 

250 

2.i 

Cash     - 

1633 

1633 

23 

Merchandise 

4350 

75 

3960 

40 

k.l500 

75 

1100 

40 

1500 

75 

24 

Expense 

340 

50 

L.     30 

330 

30 

24 

Real  Estate  - 

3000 

k.3100 

100 

2100 

24 

Interest  and  Discount 
*Net  Gain    - 

22 
9086 

oO 

50 



31 

SO 

\{t     ? 

5U 

I 

321 

*98S 

75 
75 
65 

1210 

40 

2 

50 

3 

35 
85 

9086 

50 

6076 

SO 

687 

(Summary) 

1210 

4" 

Pupil's  Xet  Credit 

4400 

"    Gain 
"         "    Capital 

988 

65 
65 

50 

3388 

65 

5388 

6076 

0076 

50 

*  Red  ink. 


A  =  Asset. 


L  =  Liability. 
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Set  VII. — D.  B. — Grocery  and  Provision  Business. 

Special  Features.  —  ('onti)niiitHm  < if' Set    VI.:    Tran^nctions  inrohuiii/  /ii/fiivnf  find  Di.icoHnt. 

Instructions : 

(a)  /ioo/iH  to  l)fi  Hard — Jliixi/n'ss  Pitjierx,  •Junrnitl  (shart  far  Jirnniitt  Day  Book),  Cnnh    Hook,   Hill 
Book,  and  Lfdijer. 

(b)  HusinKKS  Papers: 

1.  Imvard. — Notes  on   Mny  hi,   !■'),  21:    C'he(/ti,es  on    May  11,   IS  ( ilrawn  on  any  liank)  : 
Drafts  on  May  JO,  17,  2!l. 

2.  Outirard. — Chequi's  on  May  ^i,  Jf,  7,  8,  IS,  1(1,  -ll  :  Draj'ls  on  May  7,  9,  IJ/^  20  :   Invoices 
on  ifay  6,  10,  l-'i,  18,  21,  28  ;   Deposit  Slip  on  May  ol. 

(c)  Make  ont  Imsin-ess  jmjiers,  joti.rnalize,    and  write    up   the   Cash    Hook   and  Bill  Book:  jjost : 
take  a  Trial  Ilalatire  :    take  stock  :    nnike  Frnani'ad  Stnfrnants  :    close  the  Ledi/er. 

Directory : 


/lain,  S.,  St.  Mary'.'i,  Ont. 
Dempster,  P.,  Inyersoll,  Ont. 
Mathetrs,  P.,  St.  Marys,  Ont. 
Medland,  P.,  (iuelph,  Ont. 


Mason,  I'.  <(•  Co.,  J/amilton,  Ont. 
Peterson,  D.,  (Inlt,  Ont. 
Sinclair,  P.,  Guel.ph,  Ont. 
All  Others,  Londoii,  Ont. 


Transactions— Set  VII. 

Tjondon,    May    ],     19 — .       Pupil    has     removed    from     Guelph     to     London,     and     continues     the 
Grocery  and  Provision  Business  at  #   167  Dundas  Street. 
"2.   Engaged   H.   .Jordan  as   clerk   at    $40    per  month,  and    B.   Davids  as  booklceeper  at  $60  per 
month. 
S.  Bain  paid  his  note  of  the  9th  ult.  in  cash,  $100. 

3.  Drew-  a   cheque    on    the    Scholastic    Bank   in   Guelph    for    the    balance    on   deposit   there,    and 

deposited  it  in  the  Scholastic  Bank  in  London. 

4.  Paid  freight  to  Grand  Tiunk   Railway  Co.,  for  moving  expenses,  cheque  .fl2.5.      (Expense  Dr.) 

Petty  Cash  sales  for  the  week,  $160. 

6.  Sold  R.  Mathews  on  a/c,  400#  Tapioca  @  4c.  ;  300#  Mixeil  Nuts  mj  14c. 

7.  Paid  our  acceptance  of  the  24th  ult.  with  cheque,  $160. 

Drew  a  draft  at  10  days'  sight  on  F.  Sinclair  in  favour  of  F.  Medland,  for  -"^lOO. 

8.  Bought  the  Store  and   Lot  we  now  occupy,   from  G.   Scott  for  $210(1,  giving  cash  $500  and 

cheque  for  balance. 
Insured   Store    and   cimtents    in  the    Royal    Insurance   Co.    for   $1,500   at    J,  ">,    iiremiuni  ;    paid 
premium  with  che([ue.      (Expense  A/c.) 

9.  liought  from  F.   Medland  on  our  acceptance   at   10   days,    bearing   interest  at  7%   per   annum, 

Mdse.  $180,  as  per  Inv.  dated  to-day. 
Paid  for  Telegram  25c. 

10.  Sold    W.   Taylor  for  cash,    less   3%    discount,    10   bbls.   Mess  P.)rk    w   $11  ;     14    bbls.    Russet 

Apples  (">  $5.      (Merchandise  Discount  A/c.      See  Sections  87  and  88.) 
Sold  F.  Sinclair  for  his  sight  draft  on  D.  Horsman,  25  bbls.  Y.  Sugar,  240#  each,   @  4c.  ;   100 
bbls.  Salt  W  60c. 

11.  F.  Medland   settled  his  note  of  the  Gth  ult.,   giving   liis  clie(|ue  for  $100,  and  requesting  that 

the  balance  be  placed  to  his  debit,  against  wliat  we  owe  him  on  a  c.      (Is  this  note  due?) 
Petty  Cash  sales  for  the  week,  $150. 
Received  a  legacy  of  $500  cash  from  the  estate  of  .John  Scott  and  invested  it  in  the  business. 
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13.  Loaned  F.  Dempster  cash  S-iOO  on  his  note  at  4  montlis,  bearing  interest  at  6%  j)er  annum. 
Bought  from  F.  Medland  on  a/c,  Mdse.  $650,  as  per  In  v.  dated  May  11. 

Paid  our  acceptance  of  the  10th  ult.  with  cheque,  §150. 

14.  Drew  a  draft  on  R.  Mathews  at  10  days,  in  favour  of  F.  Medland  for  $50. 

15.  Sold  R.  Mathews  on  his  note  at  2  months,  payable  at  the  Bank  of  Connnerce,  5  bbls.   Coal 

Oil,  40  gals  ea.  C«   12c.  ;  20  sacks  Oatmeal,  200#  ea.  (a<  2|c. 

16.  Paid  F.  Medland  in  full  of  account  with  cheque  ;  he  allowed  3%  off. 

17.  Received  from  F.  Sinclair  on  a/c,  a  sight  draft  on  C.  Ross  for  $100,  dated  May   16. 

18.  Sold  R.  Mathews,  600  #  Salada  Ceylon  Tea  @i   35c.  ;  received  in  part  payment  cash  $50, 

balance  on  a/c. 
Petty  Cash  sales  for  the  week,  $165. 

20.  Bought  from  F.  Medland,  Mdse.  $875  as  per  Inv.  dated  May  18  ;  accepted  his  draft  at  30 

days  in  favour  of  W.  Dixon,  in  payment. 

21.  Sold  C.  Main  100  tubs  Butter,  50  #  ea.   @   18c.  :    received  his  note  at   2   months,   bearing 

interest  at  6%  per  annum,  in  payment. 

22.  Paid  our  acceptance  of  the  9th  inst   $180,  and  interest  45c.,  in  ca.sh. 

23.  Paid  for  painting  private  residence,  $30  from  cash  drawei-. 
25.  Theft  from  cash  drawer,  $25. 

Petty  Cash  .sale.s,  $281.99. 

28.  Sold  F.  Sinclair,   120  bxs.    Raisins   @   $1.50;    15   sacks  Patna   Rice,    200 #    ea.    (a    2ic. ; 

received  his  cheque  for  the  amount,  less  3%  discount. 

29.  Drew  a  30-day  draft  on   R.    Mathews  in  our  own  favour,   to  close  his  account.       (Is  the 

amount  $168  ?) 

30.  Fire  destroyed  $500  worth  of  <;oods  ;   received  insurance  $357  cash.      (.Should  any  entry  be 

made  for  the  $5001) 

31.  Deposited  in  bank  30  x  $1,   40  x  $2,  3  x  $4,  80  x  $5,  70  x  $10,  5  x  $20,  3  x  .$.50,  2  x  $100  ; 

coin  $180.65  ;  cheques  $100  and  $247.35. 
Paid  salaries  with  cheques. 

IXVEXTORIES  taken  Mat/  ,il,  in—. 
Asset  Inventories  : 

Merchandise. —  .J'y#    Tiipioca  '*      -Jc.  -7  hbls.  Sugar,  ,'4')#  ea.        @  o};C. 

J.50#  Mixed  Xuts     @  10c.  ■'>  bbls.  C.  Oil,  Jfl  gals.  ea.     @  lie. 

7  bbls.  Mess  Pork  @  $10.  10  sacks  OattneM,  200#  ea.  (a     3c. 

10  bbls.  Apples         @     $4.  290#  Patna  Rice  @  2U. 

Real  Estute. — Store  and  Lot,  valued  noiv  at  -$2150. 

Interest  Rec. — Accrued  on  Rills  Rec.  6  and  8,  $2.66. 


Results.— Xet  Loss  $37.4.5  ;  Net  Ca/pit<il.  $0927.95. 


96.  Cash  Book  Used  as  a  Cash  Journal. 

In  the  example  in  Section  97,  which  is  the  Cash  Book  for  Set  VIII.,  tlje  Cash  Book  is  used  as 
a  posting  medium;  previous  to  this  it  has  been  used  as  an  auxiliary  book  (See  Sec.  60).  Notice  on 
the  Dr.  side,  that  Cash  is  Dr.  (Debtor)  for  $4944.60,  and  that  Pupil,  F.  Simpson,  Dry  Goods,  etc., 
are  Cr.  (Creditor)  for  the  amounts  opposite  to  them  respectively ;  notice  on  the  Cr.  side,  that  Cash  is 
Cr.   for   $4877.35,  and  that   Scholastic  Bank,   E.   Denton  &  Co.,  Dry  Goods,  etc.,  are  Dr.  for  the 
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ainoiints  opposite  to  them  respectively.  Cash  is  posted  in  two  totals,  and  the  amounts  for  the  other 
accounts  separately-  The  Cash  Book  may,  Imwever,  be  considered  as  the  Cash  Account  for  the 
Ledger,  in  which  case  the  cash  totals  need  not  be  posted  :  the  cash  totals  or  the  cash  balance, 
would  then  be  entered  in  the  trial  balance  directly  from  the  Cash  Book.  It  will  be  well  now  to 
call  the  Cash  Bo(.)k  by  the  name  Cash  Journal. 

All  purely  cash  transactions  are  to  be  entered  in  the  Cash  Journal  only  ;  for  example,  the 
entries  on  the  Dr.  side  for  Juno  7,  l"i.  etc.,  will  not  be  found  in  the  Journal. 

Transactions  in  which  Cash  :tnd  otlier  accounts  are  jointly  concerned  are  to  be  entered  both  in 
the  Cash  Journal  and  the  Journal.  The  following,  which  are  not  purely  cash  transactions,  are  the 
journal  entries  for  June  1,  6,  S,  1,S,  I'l,  and  29  ;  it  will  be  .seen  that  the  Cash  in  the  Journal  is 
marked  "C  "  in  the  folio  column,  and  is  not  to  be  po.sted, "  since  it  will  be  posted  from  the  Cash 
Journal  :  and  also  that  Pupil,  J.  Mnnro,  S.  3fa7-ks,  etc.,  in  the  Cash  Journal,  are  marked  "J"  in 
the  folio  column,  and  are  not  to  be  posted,  since  they  will  lie  posted  from  the  Journal.  Another 
method  of  dealing  with  these  transactions  would  be  to  separate  them  each  into  two  parts,  one  for 
the  Cash  Journal,  and  the  other  for  the  Journal  ;  this  method  will  be  exemplified  at  a  later  stage. 


./«»..  7.  i:i- 


Cash      ■ 
Dry  Goods     - 
BootK  and  Shoes     - 
Groceries 

Office.   Furniture     - 
Pupil  (Cap.  Ajc) 

i; 

E.  DentOH  tt-  Co. 

Cash 

Schola.'<tic  Bank 

S 

Pupil  (Cap.  A/cJ 

Cash 

Dry  Goods 


MOO 

1500 

500 

2000 
l-W 


200 


7150 


~5 
125 


30 

'35 


■June   IS. 


C  I  Ca.^h 

6  Bills  Bee. 

7  J.  Munro 

I i'/- 

C  I  C«.-7t 


(i 


Bi//s  Bee. 

S.  Marks 

ICtpense 

Cash      - 
L.  Martin 


.'M 

•   S4S 

30 

129 

90 

50 

' 

298 


159      90 


40 
10 
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L.I'.        .-irroniils  Cr. 


E.rfihniuhuu.^ 


CASH. 


1)K. 


Items. 


Totals. 


Id- 
June 


1 

i 

7 

5 

15 

5 

15 

■>\ 

15 

i; 

17 

(J 

IS 

J 

20 

<^ 

21 

J 

25 

'/ 

26 

5    ' 

27 

<; 

29 

J 

29 

6 

29 

6    1 

29 

s   1 

Pupil     ■ 
F.  Simpson    ■ 
Dry  Goods     - 
Boots  and  Shoes 
Groceries 
Bills  Receimlih 
J.  Munro 
Pupil     - 
S..  Marks 
J.  Munro 
Dry  Goods     - 
Bills  Be,: 
Dry  Goods 
Boots  and  Shoes 
Groceries 


Invested 
Oh  account 
Petty  sales 


Xo.  1 
On  account 
III  rested 
On  account 


Sold  damaged  ijoods 
Xo.  2  prepaid 
Petty  sales 


Cash 


Dr. 


3000 
50 

no 

90 
S50 
JO4. 

50 

500 

30 

25 

SO 

26 

140 

104 

345 


60 


4944 


4944        60 


60 
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(b)  Exercise  on  the  Cash  Journal. 

Make  Cash  Journal  entries  for  the  following,  balance,  foot,  rule,  and  \n-'uvx  tlie  l)alance  down. 
Stratford,  Jidy  2,  10—.     Pupil  invested  83000. 

3.  Deposited  in  the  Scholastic  Bank,  cash  $2700. 

4.  Bought  from  D.  Sparrow  for  cash,  Mdse.  §250,  as  per  Inv.  dated  June  29. 

5.  Sold  M.  Dinnick  Mdse.  §550  ;  received  Iti  part  payment,  cash  $175,  balance  on  a/c. 

6.  Paid  for  Stamps  and  Stationery,  cash  §4-. 50. 

S.  Discounted  W.  Parker's  note  ;  face  §200,  discount  §5.30  ;  pi-oceeds  received  in  cash. 

9.  Received  from  J.  Campbell  in  full  of  a/c,  cash  §110.60. 

10.  Prepaid  our  note  with  cash  ;  face  §160.50,  discount  §4.10. 

11.  Paid  M.  Robertson  on  a/c,  cash  §87.30. 

12.  S.  Gilmour  paid  his  note  due  to-day,  with  cheque  §165.75. 

98.  Putting  Discounts  Thi-ough  the  Cash  Journal. 

The  transaction  on  June  27  may  be  put  through  the  Cash  Journal  instead  of  the  Journal.  On 
the  Dr.  side,  enter  the  total  amount  for  Bills  Rec.  ($26.60)  as  though  it  were  all  received  :  and  on 
the  Cr.  side,  enter  the  Discount  (35c.)  as  though  it  were  so  much  cash  given  back. 

99.  Purchases  and  Sales  for  Cash  or  Note. 

It  is  usual  in  actual  business  to  put  a  transaction  through  the  Personal  Account  when  paid  with 
cash,  note,  or  acceptance,  at  the  time  of  purchase  or  sale.  The  transaction  on  June  25  would  be 
entered  first  in  the  .Journal, — J.  Munro  Dr.  §25  and  Groceries  Cr.  §25  ;  and  then  in  the  Cash 
Journal, — Cash  Dr.  §25  and  J.  Munro  Cr.  §25.  The  purpose  of  this  is  to  have  a  record  of  all  large 
transactions  with  regular  customers,  in  case  an  order  is  to  be  duplicated,  or  some  other  information 
is  desired.      Of  course,  petty  cash  .sales  are  nut  put  through  the  Personal  Accounts. 

100.  Department  Accounts. 

Some  stores,  called  departrnfiital  sforen,  keep  many  lines  of  goixls,  and  separate  their  stock  into 
several  departments,  such  as  Drv  Goods  Department,  Boots  and  Shoes  Dejiartment,  Groceries 
Department,  etc.  For  each  of  these  departments  they  have  a  corresponding  account — Dry  Goods  A/c, 
etc.  ;  each  account  is  treated  in  the  same  \\ay  as  Merchandise  A/c.  When  Expense  A/c  is  separated 
into  various  accounts,  such  as  Rent,  Furniture,  etc.,  each  is  treated  in  the  same  way  as  Expense  A/c. 
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Set  VIII.— D.  B.— General  Store  Business. 

Special  Features. — Dirifion  of  Merchandisf.  Accvmil  iiiti)  -Dry  (roods,  Boots  and  Shoas,  and 
Groceries  Acrouiits:  and  Expense  Arcomif  into  Office  Fnrnitnre,  Rent,  Insurance,  and  General 
Expense  Accunnls.       f'se  of  the  Cash   liiiok  as  a  Cash  Jonrnjil  or  posting  mediiim. 

InstFuctions : 

(a)  Books  to  be  used — Business  Papers,  Journal,  Cash  Juiirna/,   /lit!  Book,  and  Ledger. 

(b)  Business  Papers : 

1.  Inward. — Notes  on  .June  S,  /.},  JS  :  Cheques  on  .Tune  ■>,  7,  17,  18,  21,  27  (drauni 
on  various  banks)  :  Drafts  on.  .Tune  7,  17,  21  :   Order  on  June  lf>. 

2.  Ontu-ard. — Note  on  June  1  :  Cheques  on  June  3,  (>,  10,  11,  12,  17,  lU  :  Drafts  on 
.Tune  7,  H,  21/.:  Deposit  RUps  on  .Tune  3'  22,  2f> :  Invoices  on  .lune  J^,  o,  6,  10,  13, 
U,  !■>,  -5. 

(c)  Make  out  business  papers,  and  make  entries  in  Journal,    Cash  Journal,   and  Bill   Book  : 
post  :  take  a  Trial  Balance  ;  take  stock  :  make  Financial  Statements  ;  close  the  Ledger. 


Dipeetopy  : 

lUuck,  P.,  Listowel,  Out. 
Deitton,  E.  <£•  Co.,  Toronto,  Out. 
Green,  W.,  Gait,  Ont. 
Jfunro,  J.,   Woodstock,  Ont. 
JTarks,  S..  Sraforth,  Ont. 


Phillips,  F.,  Seaforth,  Out. 
Rogers,  E.  &  Co.,  Ilamiltoii,  Ont. 
Simpson,  F.,  St.  .Vary'.-!,  Ont. 
All  Others,  Stratford,  Ont. 


Ledger  Lines : 

^Pnjjil  (Capital  Ajc).  .  .  .H+    <> 

Groceries //  4-    9 

E.  Denton  &  Co //+    6 

Wry  Goods H+U/. 

Boots  and  Shoes IT  +  10 

^Ojftce  Furniture //+    4 

Interest  and  Discount .  .  .  TI  +    6' 


Bills  Payable //+  J,- 

Insuraiice //  +  4 

*  Scholastic  Bank IT +10 

F.  Simpson //  +  J 

R.  Black ....TI+  2 

General  Expense //  +  S 

■'J.  Munro //  +  ,J 


S.  Marks IT  + 

Rent IT  + 

Bills  Receivable 11  + 

'•E.  Rogers  <t  Co 11  + 

L.  Martin 11  + 

Cash //  + 

Loss  and  Gain  .     .  .     .     .  IT  + 


Tpansactions— Set  VIIL 

Stratford,    June    1,    19 — .      Pupil   leases   store  #   75    Wellington   Street   from  I).    "Winters   9,t 
S720  per  annum,  payable  quarterly  in  advance,  and  opens  up  a  General  Store  Business. 

Assets  :  Cash  83000  ;  Dry  Goods  $1500  ;  Boots  and  Shoes  $500  :  Groceries  S2000  ;  Office 

Furniture  8150. 
Liabilities  :  Balance  due  to  E.  Denton  i  Co.  on  a/c,  §.300  ;   note  favour  of  W.  Green  for 
•S"219,  dated  April  5,  19 — ,  at  two  months,  bearing  interest  at  6%  per  annum  ;    interest 
accrued  on  this  note  §2.05. 
3.   Deposited   in   the   Scholastic    Bank    5  x  .§4,    100  x  .§.5,   48x.S10,    20  x  .§50,    ox. $100;    coin 
.f99.75  ;  cheque  for  §100.25,  made  by  M.  Spanner. 
Took  out  an  insurance  policy  for  §3000,  in  the  Queen  Insurance  Co.,  at  i%  premium  ;    paid 

premium  with  cheque. 
Engaged  L.  Martin  as  clerk  at  §50  per  month. 
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4.  8old  r.  Simjjsoii  nil  ;i,(_-,   15  pr.s.  Ladies'  Shoes  '.<«  •'S:i.25  ;  50  _v(ls.  Blk.  Lustre  "<>  50c. 

Sold  R.  Black  on  a/c,  1  bbl.  G.  Syrup,  40  gals.  @  35c.  ;   60  yds.  Navy  Blue  Serge  @  SI. 50. 

5.  Bought  from  E.  Denton  &  Co.  on  a/c,  Dry  Goods  $292  as  per  Invoice  dated  June  3. 
Sold  J.  Munro  on  a/c,  200  yds.  Can.  Tweed  @  $1.25  ;  5  bbls.  Sugar,  240#  each,  @  4c. 

6.  Paid  E.  Denton  ife  Co.  on  a/c,  ca.sh  $75,  cheque  $125. 

Sold  S.  Marks  on  a/c,  50  prs._Ladies'  Shoes  @  $1.50  :   150  yds.  Blue  Denim  fe  20c. 
Paid  the  G.  T.  R.  freight  on  Dry  Goods,  $12  cash. 

7.  Received  from  F.  Simpson  on  a/c,  cheque  $20,  and  a  sight  draft  on  A.  Barnes  for  $30. 
Accepted  E.  Denton  &  Go's  draft  on  us,  dated  June  3  at  30  days'  .sight  for  amount  of  Inv. 

of  the  5th,  $292.      (Due  July  10.) 

8.  Took  for  private  use  cash,  $30  ;  Dry  Goods,  $25. 

We  have  requested  W.  Green  to  extend  the  date  of  payment  of  our  note  of  April  5,  to  the 

10th  hist. 
Received  from  R.  Black  on  a/c,  his  note,  dated  to-day  at  5  days  for  $104. 

10.  Paid  our  note  of  April  5  and  interest,  with  cheque  ;  face  $219,  interest  $2.38  (Test  this). 
Sold  S.  Marks  on  a/c,  5  bbls.  Flour  @  $5.50  ;   1  bbl.  XX  Vinegar,  40  gals.  @  16c. 

11.  Bought  from  E.  Rogers  &  Co.  on  a/c,  Boots  and  Shoes  as  per  Inv.  dated  June  8,  $300. 
Paid  rent  of  store  to  Aug.  31,  with  cheque  $180. 

12.  Paid  the  G.  T.  R.  freight  on  Boots  and  Shoes,  with  cash  $10. 

Paid  E.  Rogers  &  Co.,  with  cheque,  the  amount  of  Invoice  of  the  11th  iust. 
Advanced  L.  Martin  $10  cash  on  his  salary. 

.Since  L.  Martin  is  paid  at  an  irregular  time,  put  the  amount  tlirough  his  personal  account— Ij.  Martin  I>r.  and 
Cash  Cr.     If  lie  were  paid  weekly,  we  would  then  say— Expense  Dr.  and  Tash  Cr. 

13.  Sold  J.   MuiH-o  on    a/c,   4    doz.   prs.    Men's  Rubbers  @  $5  ;   6  doz.  Gilt  Edge  Shoe  Polish  @ 

$1.10. 

14.  Remitted  E.  Denton  A'  Co.  on  a/c,  a  30-day  sight  draft  on  S.  Marks  for  $50. 
Sold  F.  Simpson  on  a/c,  20  gr.  Thread  @  $3.75  ;  800  yds.  Shirting  (<]>  15c. 
Received  from  J.  Munro  on  a/c,  his  note,  dated  June  13  at  3  months  for  $26.60. 

15.  Petty  cash  sales  for  two  weeks.  Dry  Goods  $110  ;  Boots  and  Shoes  $90  ;  Groceries  $350. 

17.  Prepaid  our  acceptance  of  the   7th  inst.  with  cheque  ;    discount  at  6%.      (Is  discount  $1.10 

or  $1.12?) 
R.  Black  paid  his  note  of  the  8th,  with  cheque. 
Drew  a  draft  at  30  days  on  S.   Marks,  for  $73  :  discounted  it  at   7°;   and  deposited  the 

proceeds.      (Is  discount  46c.  or  48c.  ?) 

18.  Received    from   J.  Munro  on  a/c,  his   cheque  $50,  and  liis  note,  dated  to-day  at  60  days  for 

$248. 

19.  Sold  F.    Phillips   on  an  order  from  S.    Marks,  120  yds.   Canton  Flannel  @  20c.  ;   10  Men's 

Fall  Overcoats  @  $12. 
Paid -for  advertising  with  cheque  $10. 

20.  Sold  half  of  the  lot  belonging  to  private  residence  for  .$500  cash,  and  invested   the  amount 

in  the  business. 
Bought  from  E.  Denton  &  Co.  on  a/c.  Dry  Goods  as  per  Inv.  dated  June  18,  $500. 

21.  Received  from  S.  MaAvs  to  close  his  a/c,  che<iue  $30,  and  liis  draft,  dated  June  19  at  7  days 

on  E.  Dent(m  k  Co.,  in  oiu'  favour,  for  the  balance.  v 

22.  Deposited   6  x  $1,   25  x  $2,    14x$10,    10  x  $20,    16x$.50,    and  the    in-coming    cheques    on 

June  7,  17,  18,  21. 
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Tin>k  tor  private  use,  Dry  Goods  $20  ;   Boots  and  .Shoes  $15. 
24.    Accepted  E.  Denton  e'er  Co.'s  draft  on  us  dated  June  24  at  30  days,  for  §.300. 
2.5.   Sold  .T.  ^lunro  for  cash,  1  bbl.  Currants,  250#   M  4c.  ;   10  bxs.  Raisins  c?  $1.50. 

Put  this  through  the  personal  account.    See  Section  1:9. 

26.  Rain  damaged  Dry  Goods  worth  860  ;  sold  tlieni  for  $20  cash. 

27.  J.  Mum-,)  prepaid  his  note  of  the  14tli  with  cheque  ;  discount  at  (i     .      (Is  the  discount  35c. 

or  36c.  ]     Fractions  under  ^c.  are  dropped.) 

28.  F.  Simpson  returned  5  gr.  Thread  sold  him  on  the  14th. 

29.  Place  the  amount  of  E.  Denton  &  Co.'s  acceptance  on  the  21.st,  which  is  due  to-dav,  to  the 

debit  of  their  a/c,  against  what  we  owe  them. 
Petty  cash  sales  for  two  weeks,  Dry  Goods  $140  ;  Boots  and  Shoes  $104  :  Groceries  .$345. 
Paid  L.  Martin  the  balance  of  his  .salary  in  casli. 

:Make  Expense  Dr.  ?.5(i ;  I..  Martin  Cr.  Sin ;  anil  Cash  Cr.  $1(1. 

Deposited   30x$l,   50  x  $2,    20  x  $5,    15x.$10,    1  x  $.50,    1  x  SlOO  ;    coin   $43.75:    cheque 
on  27th. 


IN'VENTOHIES  tnhu  Jnw.  2f>,  7.9—. 
Aitset  Inventories : 

Dry  Goods $1438.22 

Boots  ami  Shoes 435.35 

Groceriiii 1354.40 

Office  Furiiilure I4O.OO 

Rent — 2  months  prepaid 120.00 

Iiisiirint.ce — 11  months  nnexpired 13.75 

Discount — 6     for  tinexpired  time  on  J}.  P.  3 1  .SS 

Liabi/iti/  Inventory  : 

Discount — ''%y'<»"  une.rpired  time  on  ]i.  R.  3 2.12 


Results. — Xet  (rain,  ■^■172.04  ;   Set  Capita/,  ■$7211.59. 


101.  Business  Papers— Bank  Draft,  Bill  of  Exchange,  and  Requisition  Form. 

Inland  or  Domestic  Bills  of  Exchange  are  commonly  called  Drafts  ;  they  are  drawn  and 
payable  in  the  same  country.  Foreign  Bills  of  Exchange  are  commonly  called,  simply  Bills  of 
Exchange  ;  they  are  drawn  in  one  country  and  are  payable  in  another.  Bills  of  Exchange  on  the 
United  States  of  America  are,  however,  called  drafts  because  of  the  similarity  of  currency  and  the 
proximity  of  the  country.  These  names  apply  whether  drawn  by  persons  on  persons,  or  by  banks 
on  banks. 

When  a  bank  in  Canada  draws  upon  another  bank  in  Canada,  the  jTaper  is  called  a  Bank 
Draft ;  but  when  the  second  bank  is  an  English  or  other  European  bank,  the  paper  is  ctilled  a  Bill 
of  Exchange. 
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(a)  BANK  DRAFT. 
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//(?<? 


'.mncnicn 


U^/a/uia^     UCK- 


Scholastic  Bank 

^my  to    M    9c 

and  c/iarqe  to  tne  account  of  m/^    ^lyOanAz 

kJo  ^J/ie    ^c/wm^lcc   ^onA;  ^:  ^   Joraiie',    -^^ 


~~   or  (Order 
^  S)ol/ars 


anagen. 


G>.   0.     fyem^Xey^,     -yJceountant. 


<l.i  BILL  OF  EXCHANGE. 

The  Dominion  Bank 

S^'/cf  5/hdi»^. 

%r^m/o,    f(i/i^.2,   /J?- 

On.  iDeman^  e/ //ta  ^''ir^it cl 

Gxc/tatMe  [second  {m/zatd  ) 

pay  to  the  order  of     flamed  ^rodoi^- 

..^^..^^^.....^^-^^^-...^-^^~. -.^^-.^. 

xL'fic    ryLetmif^U'   Zy  oiuicis-^ — ^^.~^^^^    ^~^ 

^--.^^^^^.-^ — ^--^-^-../v.^^..^^^.^-   xjceriinti 

as  aovlseo. 

rJ/ie   ^va^onai   €AJa^iK  c/  ^ce/la/nu. 

t^.    ^t^ice,     ^lanagen. 

^onf/c7i,    O.  u. 

^l.    t/af^Arr,   Accountant. 

Suppose  that  D.  Proctor  of  8t.  John,  wishes  to  send  $100  to  The  Dominion  Plating  Co.  of 
Tiii-ontii.  He  obtains  a  Bank  Draft  for  the  purpose,  as  follows  :  He  steps  into,  say,  the  Scholastic 
Bank  uiifl  fills  in  a  Bank  Draft  Requisition  Form,  as  shown  in  (c)  on  the  next  page  ;  the  amount 
of  exchange  and  the  total  are  filled  in  by  a  bank  clerk.  He  presents  this  at  the  wicket,  and  on 
payment  of  the  amount  specified  in  the  Requisition,  a  bank  clerk  makes  out  and  hands  him  a  form 
similar  to  that  shown  in  (a)  above  ;  this  he  will  mail  to  The  Dominion  Plating  Co. 
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(c)  REQUISITION  FORM. 


Scholastic  Bank 

6^1  jUn,   JM^Je/y.,  3,  19- 


Required,  a  draft  on   ^Jor^on/ct 

In  favour  of  ^Me  ifom/men    l//atni<^    ^o. 

For  llie  sum  of   C  '»€    ^/(ff/tf/r((/ 
Applicant    =/.    L^yocf^of^.- 


3o/L 


w^j. 


No.  Par  $^00.00 

Exchange.        ij,^       per  c  $       .25 

%/C0.25 


102.  Bank  Drafts  -Transactions  Journalized. 

(1).   Sentl).  R.  Grahitm  on  (i/c.  'i  I'uiik  'fral'/  purrhfi-sfii   ir'tlh   cfi.-^h 
$100.     Kxchmuje  S.',c. 

D.  It.  iirahttm  - 

100 
100 

S5 

100 
100 

So 

(2).    Receindfrcmi  I).   11.  Undinmoii  a  jr.  lui.iik  dnl/t  Jul-  $JU(I. 

]).   It.  Graham,    - 

103.  Remitting  Cash. 

1.  By  R.I'll  Utered  Li'Uer. — Registered  letters  are  numbered  and  entered  in  special  books  so  that 
they  may  be  traced  alnnjj;  the  mail  routes.  Should  a  registered  letter  be  lost  or  stolen,  the  post  office 
authoi'ities  make  a  search  for  it,  but  if  unsuccessful,  the  sender  has  himself  to  bear  the  loss. 

2.  By  Postal  Note. — Postal  Notes  are  orders  issued  by  one  post  office  on  another  post  office, 
requesting  it  to  pay  the  desired  amount.  They  are  used  for  sending  any  amount  up  to  $10,  to  any 
place  in  Canada  or  the  United  States.  They  are  made  for  set  amounts,  20c.,  30c.,  etc.  ;  for  odd 
cents,  from  one  to  nine,  postage  stamps  may  be  affi.xed  to  the  face  t)f  the  Postal  Note.  If  a  Postal 
Note  or  any  of  the  following  forms  be  lost,  after  being  properly  filled  in,  a  duplicate  can  be  obtained. 

3.  By  Post  OfficK  Money  Order. — These  are  orders  by  one  post  office  on  another  post  office  and 
are  u.sed  for  sending  any  amount  up  to  $100,  to  any  country  in  the  postal  union. 

'  4.   By  E.rpress  Money  Order. — These  are  orders  by  one  express  office  on  another  express  office. 

.5.  By  Bank  Chetjne. — Since  Bank  Cheques  are  drawn  by  a  depositor  on  funds  in  the  home  bank, 
they  are  intended  for  making  local  payments  only.  Should  a  cheque  be  sent  to  a  person  in  another 
town  he  would  have  to  pay  exchange  to  any  bank  cashing  it  for  him.  Occasionally,  howevei-,  a  fimi 
arranges  to  have  its  cheques  payable  at  par  in  other  towns. 

6.  By  Bank  Draft. — These  are  orders  by  one  bank  on  another-  bank  at  a  distance.  A  person 
wishing  to  send  money  by  this  method,  buys  a  Bank  Draft  ;  for  this  he  pays  the  face  amount  and  a 
small  sum  (J%  or  more)  for  the  banker's  trouble.  A  small  sum  is  charged  as  commission  or  exchange, 
in  the  other  cases  also. 
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7.    /jy  Bank   Mom'y   Ord'-i:       These  are  orders  l:)v   one  bank    mi    another    bank.       Thev    are 
intended  for  .small  amounts,   whereas  Bank   Drafts  are  intended  for  larger  amounts. 

104.  Cash  Remittance  Papers — Specimens. 


NOT  NEGOTIABLE. 


POSTAL    NOTE. 


'\H^ 


To  lU  FOSTMASTE/t 


w^m^mi0mEmF:^^' 


^  j^u.4^.^  /»  /. 


20c, 


ONE  CENT 


TWENTY      CENTS      on    accmm    ,■/  /V  /■•^lw.„l.-r    General  i/  CanaJ.i-  g 


;A.*^ 


PwchMCP  miiit  An  I<^  ilio  ruttae  of  U>a  pmon  lowhoo 
eribould  •«  Uut  the  \oic  b  utmimS  no/latt^ei 
U  cut.  defftcvd  or  matiUlAl  parmvit  viu  br 


Received  Iho  abore-osmnl 


i^^^i 


When  Couktersicned 


EXPRESS    MONEY    ORDER. 


er*Cf^AT,^T»»swT        JEXPRESS  MONEY  ORDER  ( 

"^  Canadian  Ejpvcss  Company? 

AGREES  TO  TRANSMrT  AND 
Pay  (o  ihe  ord«  of   /^'d*-*/    jyi^-i^t^^^    ^^fip^^^^^^^^^ ^    o^-^^   ^_  _ 
Tlie  sum  of     ^o-f-ly-  /^M-tx-     - 


^j'^ 


MARKED  CHEQUE. 


n't?^    77ie  Dominion  Bank, 


BANK   DRAFT 


^^' tT'cf^^ The  Dominion  Baiik.  ^  /jy^ 

^^f  «^ffw^  receivea  w/ucn  emirate  ^  accoutU  aUin,  adiiice. 

The  National  City  Bank,  ^  '        «-«. 

siw*iistttrT.    ^EW  YORK.        ^;ztt^  ^°;^^.,v^ 


POST  OFFICE    MONEY    ORDER. 


STREET  (Toronto),  Out.    N»    3292 

CANADIAN   MONEY  ORDER. 

MANOAT  DC  fOSTC  CANAOIEN- 


^^^^•^ff^-^.-   -    -^^t^%f^ *- 


Dollars 
_Cents 


Rccihed  Iti  (bcTB  Mn— [Htfu  li  DtBtinl  ci-dmnil 


c  PiHI  OIIk«       p»v<i)'ill 


BANK    MONEY    ORDER. 


^^L 


|i  ijtil  ^litia  i»\\t  'loui  jS  (jTp  10  i^iuau  aB|  Biq|ia  p9|ii)iud  *%  |iiib 
put  '|)ii|iiQ  00^1*1  at|i  «|  tiqiauq  p  Ba||d93i*  i^i  q|ia  ipiut]  ui  (913 
pui^t^3  111  ja  l3Bi3|  Ji  ^idEjg  iyt.)!  i%it\i  \w\ft  }[nv),a»i 


The  Cheque  above  is  called  a  Marked  or  Arcepfed  Cheque,  because  of  "5i)5,  A.  Jfc."  written  across  the  left-hand  end  ;  the 
**Si6"  is  the  pagre  of  li.  Thompson's  A/c  in  the  bank  ledger,  and  "A.  Mc."  are  the  ledger  keeper's  initials ;  the  ledger  keeper  takes 
the  amount  from  B.  Thompson's  A/c  and  reserve.'* it  to  pay  the  cheque.  Xotice  that  "^earcj*"*  is  crossed  out;  the  word  '"Order" 
is  understood  and  need  not  be  written  above. 
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105.  Two  Accounts  for  the  Proprietor. 

Tt  is  goiierally  hotter  to  keep  two  aeeounts  in  the  Ledger  for  the  Pi'oprietor — one  for  his 
investiueuts  and  larger  withdrawals,  and  one  for  small  siniis  and  goods  taken  for  private  use. 
Example  :  "  D.  Proctor  (Capital  Ac)"  :  ''  £).  Proctor  (Private  A/c)".  When  closing  the  books,  the 
Private  A/c  should  he  closed  into  the  Capital  A/c. 

106.  Freight. 

The  c(.)st  of  ^Merchandise  laid  down  in  the  store  or  warehouse  includes  freight,  as  well  as  invoice 
price.  Freight  may  be  dealt  with  in  two  ways  :  (1)  Journalize  it  as  Merchandise  ;  (2)  Journalize 
it  as  Freight",  and  close  the  Freight  A/c  into  the  Merchanrlise  A/c,  when  closing  the  books. 

107.  Sales  Journal  or  Sales  Book. 

All  sales  of  Merchandise  arc  entered  iu  this  book  whether  settled  for  at  the  time  or  not.  It  is 
used  as  a  posting  medium,  from  whicli  each  person  named  is  debited  in  the  Ledger  for  the  amount 
sold  him,  and  from  which  also  Merchanflise  is  credited  foi-  the  total  amount  of  the  month's  sales. 
When  a  person  pays  for  tiie  goods  at  the  time  of  the  sale,  say  with  cash,  he  is  debited  through  the 
Sales  Journal  for  the  amount  of  the  sale,  and  credited  through  the  Cash  Journal  for  the  cash 
pavment  ;  if  he  pay  with  note  or  acceptance  he  will  be  credited  through  the  .Journal,  or  through  the 
Bill  Journal  when  used  as  a  posting  medium.  Notice  that  the  Cash  Book  and  the  Bill  Book  are 
called  respectively  Cash  Journal  and  Bill  Journal  when  used  as  posting  media.  Tn  the  e.xample 
in  Section  108,  the  entries  are  for  transactions  in  Set  TX.  Petty  Cash  Sales  are  entered  in  the 
Cash  .Tournal  only. 

108.  Example  of  Sales  Journal. 

Notice  the  two  methods  of  entering  the  details:  (1)  By  placing  them  even  witli  the  name,  and 
(2)  by  indenting  them  an  inch  or  less. 

Notice  also  the  two  methods  of  dating:  (1)  By  placing  the  dates  at  the  .side  with  an  extra 
cohunn  for  the  Ledger  Folio  ;  in  which  case  the  Heading  may  then  be  "  Merchandise  Sales  Cr.,'  or 
simply  "Sales  .Journal."  (2)  By  placing  the  dates  between  the  entries,  and  leaving  the  column  at 
the  side  for  the  Ledger  Folio;  the  heading  should  then  be  "  St.  John,  July  3,  19 — ."  The  pupil 
mav  select  anv  of  these  methods. 

MERCHAXDISE  (SaUt).  Ck. 


1..F. 


Jrromif.^  /ii'htor. 


Totals. 


July       3 


37   \  K.  Clarke,  Monclon,  on  ajc,  30  day<. 
I  S  Gold  Watches       ----- 
!  6'  do-..  Silver  Plated  Teaspoons 

3S  \  E.  Emns,  Fredericton,  on  ajc,  3%  10  days. 
I  10  Marble  Clocks  -         -         -         - 

/  doz.  Alarm  Clocks        .         -         -         - 


30'"' 
3^^ 


SO"!. 


40 


39 


li.  Johnston,  Chatham,  on  a/c,  30  day.^. 
IS  pes.  Silverware  assorted 
14  doz.  Silver  Plated  Knives  - 


goo 


D.  Proctor  (Private  Ajc). 
Silnerioare  assorted 


37     K.  Clarke,  Moncton,  on  a/c,  SO  days. 

I  10  doz.    Watch  Chains     -         -         -         -         - 

'  i.5  Ladies'  Gold  Watches         .... 

Carried  forivard 


'MO 
SI 

#67 

BOO 
9 

60 

SOO 

GO 

S4 

63 

1 

117 
SO 

75 
SOO 

375 

1012 

(JO 
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Ck. 
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jj  ,  Broity/U/orimm/ 

11  \\  SS      E.  Evans,  Fredkriclon,  on  ajc,  10  days. 

'  '  3  doz.  Ladies'  Gold  Ringx 17^ 

6  doz.  Oenthmen's  Watch  Pendants     ...  i^ 

/.y 

,'/0      R.  Johnston,  Chatham,  on  a/c,  30  days. 

2  doz.  Eiijht- Day  Clocks,  ea. ^?? 

3  "    Silver  Watches,  ea.      -        -                                           -KM 
20  —  

,:s     E.  Earns,  Fredericton,  on  a/c,  30  days. 

S  Marble  Clocks 10^ 

,2f —  — 

^0     R.  Johnston,  Chatham,  cash. 

Job  Lot  of  Goods  -  - 

S4 — ■ 

5.9  i  Pupil,  city,  on  a/c. 

1  Silver  Watch 

/.'5  

.«     E.  Evans,  Fredericton,  draft  at  3  days. 

1  doz.  Fancy  Card  Receivers,  ea.  .         -         .         .         _  ^w 

h'    "     Xapkin  Rings i"? 

I  Merchandise  -  -  Cr. 


51 
7S 


96 
360 


loii        110 


i&i 


4oti 
S40 

i:,o 


M 


20.il   I     no 


Remarks. 

1.  Notice  that  tlie  8ales  Journal  is  nuu-h  the  same  as  the  Cr.  side  (if  the  Cash  Journal.  Merchan- 
dise is  Cr.  (Creditor)  for  the  total  sales,  just  as  Cash  is  Cr.  for  the  total  payments  ;  and  the  other 
accounts  opposite  the  dates  are  Dr.  (Debtor)  both  in  the  Sales  Journal  and  the  Cash  Journal. 

2.  The  date  in  the  Sales  Journal  may  be  placed  down  the  centre,  as  done  in  the  last  five  entries — 
July  13  to  25,  instead  of  down  the  left-hand  side;  the  ruling,  paging,  and  dating  will  then  be 
the  same  as  in  the  ordinary  Journal  on  page  30  :  iii  either  case,  be  sure  to  leave  a  space  between 
the  entries. 

3.  The  Heading  at  the  top  may  be  "  Merchandise  Sales  Cr."  or  "Sales  Journal"  or  "St.  John, 
N.B.,  July  3,  19 — .  '  The  foregoing  foiin  of  Sales  Journal  will,  however,  be  .simpler  as  a  first 
step  for  the  student. 


109.  Purchase  Journal  or  Invoice  Book. 

All  purchases  of  Merchandise  are  entered  in  this  book,  whether  settled  for  at  the  time  or  not. 
It  is  used  as  a  posting  medium,  from  which  each  person  named  is  credited  for  the  amount  purchased 
from  him,  and  from  which  also,  Merchan(Use  is  debited  for  the  total  amount  of  the  month's  purchases. 
When  we  pay  for  the  goods  at  the  time  of  purchase,  say  with  cash,  the  person  we  purchase  from  is 
credited  through  the  Purchase  Journal  for  the  amount  of  the  purchase,  and  is  debited  through  the 
Cash  Journal  for  tlie  cash  payment  :  if  we  pay  with  note  oi-  acceptance  he  will  be  debited  through 
the  Journal,  or  through  the  Bill  Journal  if  it  be  used  as  a  posting  medium.     See  Section  99. 

There  are  two  forms  of  Purchase  Journal  in  general  use.  One  form  is  wider  than  the  ordinary 
Invoice  so  that  the  Invoices  may  be  pasted  in,  and  leave  room  to  rule  a  money  column  on  the  right  ; 
the  amounts  of  the  Invoice  are  extended  into  this  column  anfl  totalled  ;  each  persim  is  credited  for 
the  amount  purchased  from  him,  and  Merchandise  is  debited  for  the  monthly  total.  The  other  form, 
of  which  there  are  many  variations,  is  illustrated  in  Section  110  ;  the  July  entries  are  from  Set  IX.; 
the  August  entries  do  not  belong  to  any  set. 
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110.  Example  of  Purchase  Journal. 


ArrounI  s  ( 'rflitof. 


MERC  HA  XDISE  (PURCHASES). 
Ihftc  of  Invoice  find  Tfnn.^. 


Items 


Dk. 

Totals. 


J9— 

July 

7 

"■i 
10 
IS 

J. 

iO 

41 

31 

44 

Aurj. 

1 

43 

;7 

43 

3 

43 

31 

44 

D.  Proctor  {Capital  A /c)  '.Investment 

6.  Sloane  <C-  Co.  ■  \  June  S9 — lo  days 

Dominion  Plating  Co.   -  .July  6 — 30  (lay.s 


G.  Sloane  d-  Co. 

A.  MrJntyre  <t  Co. 
J.  M.  Foster  <t  Co. 
O.  r.  Mather  ct  Co. 


July  IG — li  days 
:  Merchandise 

July  30 — 10  days 

"      —30    "      - 
Jnly31—Cash 

"       —Draff,  30  day.* 
Aug.    3 — Cash 
;       "      — Note,  2  mos. 
;  Merchandise 


Dr. 


Dr. 


3SOII 

S50 

000  ■ 

SSO  1 

4630 

150 

2.5 

S73 

50 

m     :-, 

200 

130 

50 

350        ■'•<) 

125 

.'•II 

106 

::ii'       .'.'1 

!tn;h        ;.: 

lit'inarks. — 1.  The  Purchase  Ji)uriial  is  mucli  the  same  as  the  Dr.  .side  of  the  Cash  Journal.  Merchanchse 
is  Dr.  for  the  total  purchases,  just  as  Cash  is  Dr.  for  the  total  receipts,  and  tlie  other 
accounts  opjmsite  the  dates  are  Cr.  hoth  in  tiie  Purchase  .Journal  and  the  Cash  .Journal. 

■J.  The  Heading  at  the  top  mav  be  "  Merchandise  Purchases  Dr."  or  "Purcha.se  .Journal  "  or 
"St.  John,  N.B.,  July  -',  19—." 

3.  The  bookkeeper  does  not  enter  the  details  of  the  Invoices  in  the  Purchase  Journal,  .since  he 
has  the  Invoices  themselves  for  reference.  He  places  the  Invoices  of  each  firm  together, 
and  files  them  away  according  to  number,  or  in  order  of  their  dates. 

4.  Although  the  terms  may  be  cash  or  note,  still  the  cash  or  note  may  not  be  received  until 
some  days  later.  In  the  entry  on  Aug.  3,  the  Invoice  and  goods  were  received  on  the  date 
of  purchase  ;  the  terms  are  cash  and  note  at  2  vios.:  now  whether  the  cash  and  note  are 
given  at  once  or  some  days  later,  the  entry  should  be  jnit  through  the  personal  account. 
See  Section  99. 


Set  IX.     D.  B. — Wholesale  Jewellery  Business. 

Special  Features. — I'se  vj'  >Sa/es  Journal  and  I'nrchase  Journal.  Two  accounts  for  ihc  Pro- 
prietor— "Z).  Proctor  (Capital  Ajc)"  and  "D.  Proctor  (Private  Ajc)."  Transactions  inlroduc- 
irn/  Hank  Drafts  and  E.vchamje. 

Instructions : 

(a)  Books  to  be  used — Business  I'apers,  Journal,  Sales  Joanuil,  Pnrchase  Jouriial,  Cash 
Journal,  Bill  Book,  and  Ledger. 

(b)  Business  Papers  : 

1.  Inward. — Notes  on  July  1-3,  16,  29  ;  Che<iue.s  tm  Julij  13,  ;.•".?  .■  Drafts  on.  July  l.'>, 
16,  ?.2,  2'i  ;    Bank  Draft  on  July  26. 

2.  Outtvard. — Notes  on  July  tl,  17  :  Cheques  on  July  ■>  (two.),  -5,  16,  17  (two),  2il,  30, 
(three),  31  ;  Drafts  on  July  2,  9,  11,  23  ;  /lank  Drafts  on  July  3,  S,  23  :  Deposit 
Slip  on  July  2 ;  Invoices  on  July  3,  f>,  6,  9,  11.  1-i,  20,  22,  25. 

(e)  Make  ou,t  business  papers;  make  entries  in  Journal,  Sales  Journal,  Purcliase  JouttmI, 
Cash  Jon.ni.al,  aud  Bill  Book;  post  to  the  Li'dger  :  take  a  Trial  Bala  nre  :  take  stock: 
make  Financial  Statements  ;  close  the  Ledger. 
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Directory : 

American  Watch  Case  Co.,  Monfrfal,  (^uf. 
Clarke,  K.,  J/oncton,  Ji'./l. 
Domiiiioit  Plating  Co.,  Toronto,  Out. 
Dominion  Shotv  Case  Co.,  Montreal,  Que. 


Evans,  E.,  Fredericton,  X.B. 
■Tohnston,  R.,  Chatham,  X.B. 
Shane,  G.  £  Co.,  Ilalifaa;  y.S. 
All  Others,  St.  John,  N.B. 


Ledger  Lines : 
'Z>.  Proctor  (Capital'  Ajc).U  +  -j 
Dominion  Plating  Co..  .  .H+.'> 

Real  Estate      H+i 

Cash /7  +  4 

-Jferchandise    H  +  8 

E.vpense H  +6 

Bills  Receivable H  +7 


^SIiop  Eurn{tU7-e If+  -5 

Sc/wlastic  Bank  .....    //+  i  ' 

D.  Proctor  (Private  A/c).JI  +  4 
^Dominion  Show  Case  Co. 11+  ;' 

Bills  Payable 11+  6 

Interest  and  Discoiint  .  .11+  .7 

E.  Evans //+  5 


5(?.  Sloane  &  Co H  +  S 

R.  Johnston H  +6 

Insurance H  +  Jf 

Pupil H  +  S 

«A'.  Clarke H  +  'S 

Merchandise  Discount. .  .  .H  +2 
Loss  and  Gain H  +  ■', 


Transactions— Set  IX. 

St.  John,  N.B.,  July  '1,  19 — .     D.  Proctor  opens  up  a  Wholesale  Jewellery  Business  at  #  69  Main 
.Street. 

Assets  :    Cash  $2500  ;    Mert-handise   .«2800  :    Store   #  69   Main   Street,   $2000  ;    Shop 

Furniture,   $300. 
Liabilities:  Balance  due  the  Dominion  Plating  Co.,    84-.50  ;   draft  for  $200  in  favour  of 
the  American  Watcli  Case  Co.,  dated  June  .3,  at  -30  days'  siaht,  accepted  June  -o,  and 
payable  at  the  Imperial  Bank,  Montreal. 

2.  Deposited  cash  in  the  Scholastic  Bank,   20  x  $5,  .")0  x  $10,   .30  x  $20,    10x8100;   cheques 

$12.5.7.5,  $74.25. 
Engaged  Pupil  as  bookkeeper  at  $60  per  mcmth,  and   R.  Mills  and   S.  Dow  as  clerks  at 
$50  each  per  month. 

3.  Sold  K.  Clarke  on  a/c  at  30  days,  8  Gold  Watches  @  $30  ;  6  doz.  Silver  Plated  Teaspoons 

%  $3.50. 
Remitted  to  the  Dominion   Plating  Co.  on  a/c,  bank   draft   $100,  purchased  with   clieijue  ; 

exchange  25c. 
Paid  freight  $8  with  cheque,  ti>  the  C.  P.  R.,  on  goods  ordered  from  <t.  Sloane  it  Co. 
See  Section  lOfi. 

4.  Bought  from   G.  Sloane  it  Co.  on  a/c,  15   days,  Mdse.  $850  as  per   Invoice  dated  Jun(^  29. 

5.  Sold  E.  Evans  on  a/c,  3%    10  days,    10  Marble  Clocks  («:  $20  :    1   doz.   Alarm  Clocks  (« 

$9.60. 

Proprietor  withdrew  for  private  use  by  cheque,  $30. 

Enter  withdrawals  in  "  D.  Proctor  { Private  A/c)."  Close  "  D.  Proctor  (Private  A/c) "  into  "  D.  I'roctor  (Capital 
A/c)."  "  Loss  and  Gain  A/e  "  is  sometimes  closed  into  the  Private  A/c.  and  then  the  Private  A/c  into  the 
Capital  A/c. 

6.  Sold   R.   Johnston    on  a/c,    30   daj's,    18   pes.    Silverware  assorted  ^    $3  ;     14   doz.    Silver 

Plated  Knives  («;  $4.50. 

Bought  from  the  Dumiuinn  Show  Case  Co.  on  our  note  at  10  days,  3  Show  Cases  (*  $25. 

Put  this  through  the  IN'r-onal  Account,  making  two  entries  in  the  Journal— Shop  Furniture  Dr.  and  Dominion 
Show  Case  Co.  Cr. ;  I>onlinion  .Show  Cose  Co.  Dr.  and  Bills  Payable  Cr.  The  latter  entry  would  be  put 
through  the  Bill  Book  only,  if  used  as  a  posting  medium.    See  Section  99. 

Paid  freight  on  Show  Cases  in  cash  $6  (Shop  Furniture  A/c). 


so  JSOOKKEKFIXa 

8.  Received  from  E.  Evans,  casli  tor  hill  of  r)tli  iust.,  less  3     . 

Make  two  entries  ill  the  Cash  Journal— the  full  anionntnn  the  one  sidr  for  !•;.  K\;iii-;.  and  S().2!i  mi  tin- other  side 
for  the  Merchandise  Oiscouiit.    See  example  in  Seeiion  1)7,  on  June  'JT. 

Proprietor  took  for  private  use,  Silverware  $50.      (S.J.) 

Remitted  bank   draft,   piircliasfd   with   eash,    to  .settle  our  aeceiitancc   (if   June    5,    $200: 
exchancre  i    • 

9.  Accepted  G.  Sloaue  .V-  Co.'s  di-aft,   dated  July  4  at    10  days,   for  the  amount  of  Jin.  June 

29,  $sr,o. 

Sold  K.  Clarke  on  a  c,  ;^0  days,   10  doz.  Watrh  Chains  ("  .-ST. 50  ;    15  Ladies'  Gold  Watches 

@  $20. 
Paid  freight  $7  in  cash,  on  goods  oi'dered  from  the  Dominion  Plating  Co. 

10.  Bought  from  the  Dominion  Plating  Co.  on  a  c,  .'^>0  day.s,   Md.se.   ffiOO  as  per  Invoii-e  dated 

July  6. 

11.  Sold  E.  Evans  on  a;c,   10  days,  .'!  doz.  Ladies'  Gold  Kings  uv  i^ll  ;    (i  do/..   Watch  Pendants 

(»  $12. 
Paid  N.  Ross  for  jiainting  done  to  private  residence,  $10  fi-oin  cash  drawer. 
Gave  the  Dominion  Plating  Co.  im  a/c,  cash  $75,  and  sight  draft  on  R.  Johnston  for  $100. 

(J.  and  C.J.) 

12.  Returned  to  the  Dominion  Plating  Co.  defective  goods,  I'cceived  on  the  10th,  $20. 
Insured  Store  and  contents  in  the  lioyal  A.ssui-ance  Co.  for  $4000  :    ]iaid   Premium  $20  in 

cash. 

13.  Sold   R.   Johnston   on    a  c,    30    days,    2   doz.    Eight    Day   Clocks   («•  $4   ea.  :    3  doz.  Silver 

Watches  («>  $10  ea. 
Petty  Ca.sh  Sales  for  two  weeks  $450. 

Received  from  E.    Evans  his  cheque  for  $50,    and  his  noti-  dated  July   11    at    10  days  for 
,  $73,  for  hill  of  goods  sold  liim  on  11th  inst. 
15.   Discounted   E.    Evans'   note   of   tlie    13th    at   fi  .    and   dc|iosited   tlic    proceeds;    face  $73, 
discount  lie. 
Drew  on  1!.  Johnston  on  a  c,  a  draft  at   10  days  for  $l-iO,  in  our  faMnir. 
l(i.   Loaned  E.  E.  Switzei'  on  his  note  at  6  months,  liearing   interest  ;it  7      [ler  annniii,  payable 
at  the  Imperial  Bank,  $500  given  him  by  cheiiue. 
Received  fronr  R.  Johnston  on  a/e,  a  sight  draft  on  A\'.   Kankiu  for  $100. 

17.  Settled  our  acceptance  of  the  9th  with   chei|uc  for  $400,  and  our  note  at  30  days,  bearing 

interest  at  6/  per  anrun'u,  for  balance. 
Paid  freight  $10  with  cheque  to  the  C.  P.  It.,  on  goods  orderetl  from  (i.  Sloanc  A  Co. 

18.  Bought  from  G.  Sloane  ct  Co.  on  a/c,  Mdse.  $380  as  per  invoice  dated  Julj-  1(5  at  15  days. 

19.  Settled  our  note  of  the  6th  inst.  in  cash. 

20.  Sold  E.  Evans  on  a/c,  30  days,  8  Mai-ble  Clocks  ""  $30. 
Deposited  cash  $500. 

22.  Sold  R.  John.ston  for  his  cheque,  a  job  lot  of  Jewellery,  $l."iO. 

Recei\ed  from  E.  Evans  on  a/c,  a  draft  at  10  days  on  the   Dominion  Plating  Co.  for  $240. 

23.  Fire  destroyed   Mdse.    wortli  .$1000  ;    received   this  amount   on   our  insurance  policy,  and 
*  deposited  the  same. 
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Accepted  G.  Sloaue  it  Co.'s  draft,  dated  July  18  at  10  days,  for  •Slif'O,  and  also  remitted  a 
bank  draft  for  8100  purchased  \\ith  cheque,  exchange  25c.,  in  payment  of  Mdse.  as  per 
Invoice  received  July  18.      (J.  and  B.B. ) 

24.  Returned  R.  Johnston  s  dishonoured  cheque  received  on  22nti. 
Paid  for  fi.xing  shelving,  cash  825. 

Ga\  e  Pupil  on  his  salary,  1  Silver  Watch  $20. 

Pupil's  salary  is  not  (Ine  until  the  end  of  the  month,  and  a-;  the  jjaytncnt  is  irregrular  we  ninsi  ii-eat  this  as 
a  sale  to  Pupil  on  a/c. 

25.  .Sold  E.  Evans  for  his  draft  at  3  days  on  the   Dominion  Plating  Co.,   1   doz.  Fancy  Card 

Receivers  @  $2  each  ;  6  doz.  Napkin  Rings  @  $1.      (S.J.,  J.  and  B.B.) 
Put  this  entry  through  the  Per.sonal  Account.    See  Section  99. 

26.  Received  from  B.  Johnston  on  a/e,  bank  draft  S250. 

27.  Paid  Pupil  on  his  salary,  cash  S20. 

Put  through  the  Personal  Account.    See  3iote  on  July  2i. 

29.  R.  Joliaston  paid   cash  §50  on  his  acceptance  of  the  loth,  and  ga\e  his  note  at  2  niuntlis 

bearing  interest  at  6%  per  atmuni,  for  the  balance. 

30.  Paid  salaries  for  July  with  cheques. 

Expense  Dr.,  Pupil  Cr.,  Scholastic  Bank  Cr. 

31.  Settled  our  acceptance  of  the  23rd  vrith  cheque,  S280. 
Petty  Cash  Sale.s,  87 10. 

The  Dominion  Plating  Co.  requests  us  to  place  the  draft  of  the  25tli  ti>  tlieir  debit. 
Deposited  the  balance  of  cash  on  hand,  excepting  85. 


IXVEXTOh'Ih'S  lahen  July  31,  19—. 
Aasff  I uveiitfiri)'.''  : 

Merchandise ■ S7S0.65 

Office  Furniture. S75.00 

Real  Estate 2100.00 

Insurance  premium  utiexpired .  .     .  .  l.'f.-22 

Interest  accrued  on  Bills  Rec.  3  and  6 LJ/^ 

LiabiHty  Inventcyry  : 

Interest  accrued  on  Hills  Pay.  i ■ l.OJ^ 

Remits. — Net  Gain,  $233.75  ;  Net  Capital,  $7093.75. 

111.  Pai'tnership. 

A  Partnership  or  Co-partnership  is  an  association  of  two  or  more  persons,  who  agree  to  combine 
their  money,  labour,  or  skill,  or  any  or  all  of  them,  in  lawful  business,  and  to  share  the  profits  or  Vjear 
the  losses,  in  certain  proportiims. 

112.  Partnership  Accounts. 

An  account  is  opened  for  each  partner,  as  '•  Pui)il  (Capital  Ac)"  and  "A.  Hamilton 
(Capital  A/c)."  A  partner's  account  is  treated  similarly  to  that  of  a  single  proprietor,  both  in  the 
opening  Journal  entry  and  in  closing  his  account  in  the  Ledger.  An  entry  is  made  in  the  Loss  and 
Gain  A/c  fur  each  partner's  net  gain  (ir.net  loss,  and  the  amounts  are  then  transferred  to  their 
respective  Capital  A/cs.  Each  Capital  Ac  is  then  closed  in  the  same  mannei- as  a  single  proprietor's 
account  would  be  closed. 
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113.  Bank  Account. 

In  Set  XI.  we  shall  nut  keep  Bank  Ac  in  the  Ledger,  but  by  the  second  method  mentioned  in 
Section  G9,  namely,  on  tlie  stub  ends  of  clieques  ;  or  the  student  may  keep  it  by  the  third  jnethod, 
l)y  makinii  a  Bank  Pass  Book,  as  shown  in  Section  69,  and  recording  therein  the  entries  of  deposits 
and  cheques,  as  they  would  be  recorded  by  the  bank  ledger-keeper  ;  or  he  may  combine  both  methods. 

When  either  of  these  methods  is  used,  no  distinction  is  then  made  between  the  cash  in  the 
office  drawer  and  the  cash  on  deposit  in  the  bank  ;  both  are  considered  as  cash  on  hand.  Payment 
by  cheque  is  then  treated  as  payment  in  cash,  and  an  entry  is  made  in  the  Cash  Jiiurnal  just  as  if 
paid  fr>)m  the  office  cash  drawer.  A  deposit  is  considered  merely  as  moving  cash  from  one  drawer 
to  another  drawer,  and  no  entry  is  mrfde  in  the  Cash  Journal. 

The  second  method  is  illustrated  on  the  stubs  of  the  following  cheques.  Deposits  are  added  to 
the  last  balance  and  each  cheque  is  subtracted,  thus  showing  the  balance  in  the  bank.  The  balance 
in  the  Cash  Journal  includes  this  balance  and  tiie  balance  in  the  office  drawer. 

Transactions  for  following  stubs  :  Aug.  3 — Deposited  cash,  $750  ;  Aug.  5 — Paid  D.  Taylor 
balance  of  ac  with  cheque,  §100.50;  Aug,  6 — Deposited  cheques  $60^  $30,  and  currency  §40: 
Aug.   S — Paid   H.   Pearson  for  Invoice  of  Aug.   6  with  cheque,   $75. 

114.  Example  of  Bank  Account  on  Stubs  of  Cheque  Book. 


J\^0.    /.                Q}e/,^ufee/ 

750 

J^o.    /.              Halifax,    s/yua  5,   /:?— 

S)ate    S^tj.  J,    /9— 

^be  2)oimnion  Bank. 

^TaVOlir  of  Z/'.   rJayJor 
tjon              f  /I  a  c 

Amount           pOO-n 

2Sa/. 

100 

50 

^ai/    Qj.  .%j/o^.                        or  order 
0ne   j/l^tfu/ret/                                          ^„,    iDollars 

649    50 

1 

J/o.   2.                  ^a/. 

649 

50  \ 

J\fo.  i-.               Jialifaz, 

s4jm/  <V.  /.9— 

9e/>. 

130 

\ 

tlhc  IDoinmion 

:t6anh. 

779 

50 

KTaooiir  o  f  JrCiyeafjion 

^«y    J^!  PA,.r..n 

or  order 

tJ'Or    ^Hn.    o/^  S^ua.    (» 

C/eitef)^'it'/ive 

.t,  dollars 

yf mo  lint          pS'^ 

Ma/. 

75 

p5"> 

M.      f..Mo//er. 

704 

50 
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115.  Financial  Statements  in  Partnership. 

The  Statements  of  Losses  aud  Gains,  and  of  Assets  and  Liabilities  differ  from  tliose  of  a  single 
proprietor  only  in  the  closing.  In  the  form  shown  in  Sections  93  and  94,  there  would  be  two  or 
more  entries  for  the  Net  Gain,  two  or  more  Summaries,  and  two  or  more  entries  for  the  Net  Capital — 
one  for  each  partner.  In  the  form  shown  in  Section  95,  there  would  be  two  or  more  Summaries — 
one  for  each  partner. 

116.  Credit  Invoice. 

A  Credit  In\'oice  or  Credit  Note  is  an  acknowledgment  of  the  retiu-n  of  goods,  of  an  abatement 
in  price,  or  of  an  error  in  an  Invoice.  It  is  much  the  same  in  form  as  an  Invoice,  but  is  usually 
printed  in  red  ink  ;  the  writing  is  done  in  black  ink. 


Victoria,  B.C., 


AiiguM  1 


117.  Example  of  Credit  Invoice. 

CREDIT  INVOICE. 
]^r.  Jaifies  Scott 

In  account  with  GEO.  MACDONALD  &  CO. 


1 

5 
10 


pc,  CniK  Tu-eed,  4'^  y^-^- >  r<-tnrn*-:d 
gr.  Cotton  Thread,  short  Inr.  July  id 
do?.,  prs.  Ladiex"  Caahmere  Hose 


less 


Vi 

46 

20 

£S0 

12 

■50 

.10 

I 

00 

59 

70 


118.  Net  Capital  and  Net  Insolvency. 

The  Proprietor's  Capital  Acc<;>unt  may  be  considered  as  aii  Asset  and  Liability  Account.  If, 
after  transferring  the  Net  Gain  or  the  Net  loss  to  the  Proprietor's  Capital  Account,  the  Cr.  side  be 
the  greater,  the  e.xcess  is  callefl  his  Net  Capital  and  is  a  liability  of  the  business,  since  the  business 
owes  him  this  amount ;  if  the  Dr.  side  be  the  greater,  the  excess  is  called  his  Net  Insolvency  and  is 
an  asset  to  the  business,  since  he  must  pay  tliis  amount  to  the  business  from  his  private  means. 

119.  Cash  Book  and  Bill  Book — Special  Forms. 

Bookkeepers  vary  the  form  of  the  Cash  Book  and  the  Bill  Book  to  suit  different  kinds  of  busi- 
ness. When  used  as  principal  books;  that  is,  as  posting  media,  they  may  be  called  Cash  Journal  and 
Bill  Journal  i-espectively. 

The  form  of  Cash  Journal,  shown  in  Section  120,  illustrates  the  use  of  special  columns.  The 
check  mark  in  the  folio  column  indicates  that  Merchandise  and  Expense  are  not  to  be  posted  in 
separate  items,  but  in  totals  from  the  footings  of  the  Mei-chandise  and  Expense  columns. 

The  form  of  Bill  Book,  shown  in  Section  85,  is  a  general  form  and  will  teach  the  parties  to  notes 
aud  drafts.  In  the  form  of  Bill  Journal,  shown  in  Section  121,  a  simple  change  is  made  from  the 
form  in  Section  85  ;  in  the  Bills  Receivable  .Journal,  the  items  are  posted  to  the  various  accounts 
mentioned  in  the  "  Accounts  Cr.'  cohnnn,  anrl  Bills  Rec.  Account  is  debited  with  the  total  of  the 
"  Amount "  column  ;  in  the  Bills  Pay.  Journal,  the  items  are  posted  to  the  various  accounts  men- 
tioned in  the  "  Accounts  Dr."  column,  and  Bills  Pay.  Account  is  credited  with  the  total  of  the 
"  Amount  "  column. 

If  the  Pupil  understands  the  forms  of  Cash  Book  and  Bill  Book  illustrated  in  the  text,  he  will 
readily  understand  any  special  forms  he  may  afterward  meet  with  in  his  bookkeeping  career. 
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120.  Special  Column  Cash  JournaL 


CASH. 


Dr. 


ly— 

L.  F. 

Sept. 

3 

J 

3 

i74 

7 

J 

13 

75 

U 

J 

14 

J 

10 

76 

17 

76 

IS 

77 

31 

J 

9.S 

78 

28 

J 

30 

'  7!) 

30 

'  So 

( Acroiint^i  i'r.t 

A.  Mrliilijn  (Cap.  A/cJ 

J.  Mac  Donald  (Cap.  A/cJ 

Merclliiii(lif!v 

Md^t'.    Di'icoviit 

Mirrliandi-^e 

Bi/it  Receivable 

IH.sCOUHl 

Bill<  Heceivahh 

L.  Lainij       ■  .         . 

Merchandue 

r.  Marshall 

Merchandise 


f  Kxplanatioiis.  l 


Oct. 


1    \\    ^!  \      Balance X 


Invested 

Invested 

Petit/  Sales 

3%  OH  K.  H.  Co'i 

Petty  Sales 

On  #i     ■ 

5%  on  B.P.  #3 

#2  -         - 

Bill  of  the  ISth 

Petty  Sales 

On  a/c 

Petty  Sales 

Mercliarulise 

Cash 


From  Sept. 


Inc.  Sept.  12 


Cr. 
Dr. 


$433[t.4~ 


iSuiidri-cs  Cr. 


5000 
1000 

9 

200 

S 

78 

!>8 

25 
*911 


7334 


7324 


Mdsc.  Cr. 


911 


90 


90 


150 

225 


260 
275 


911 


50 


SO 
60 


90 


*  These  items  and  all  ruling  in  red  ink. 

t  The  paging  in  the  folio  column  has  no  reference  to  pages  in  this  book. 

121.  Bill  Journal— Set  XI.     September. 

RILLS. 


No.    Receivkd. 


L.  K. 


AC'COU.VTS  Ck. 


Mat/ 

U 

Sept. 

11 

" 

14\ 

(t 

30\ 

J 


A.  Mclntyre( Cap.  Ajc) 
:.->      C.  Dale 
J    ,  BHU  Receirahle 
76 


Rk.makks. 


Investment 
Inv.  Sept.  6 
Oh  B.  R.  I. 


Maker  (Note). 
Drawke(Dkaft).  ij" 


Payable  at 


Place. 


Bank. 


P.  Fellows 
C.  Dale 
P.  Fellows 


Winnipeg    His  office 
Brandon  j     "       " 
Winttipey      *'       *' 


Bkgins  to  Run. 


Month. 

Year. 

May 

11 

19— 

Sept. 

6 

t( 

Sept. 

14 

BILLS. 


When 

s.. 

GlVEX. 

L.  F. 
J 

1 

Aug. 

15 

2 

Sept. 

in 

83 

3 

" 

13 

1  86 

4 

" 

28 

SO 

" 

30 

81 

Accounts  I)h. 


U  E.MARKS. 


A.  Mclntyre  (Cap.  Ajc) 

B.  Kinij 

F.  Burton  d-  Co. 
Kuil  Il'irdinire  Co. 


Investment 
On  ajc 
Inv.  Aug.  29 
On  ajc 


Pavke  (Note). 
Payee  (Drakt). 


R.    Wilkms 
J.  Mason 
F.  B.  d-  Co. 
K.  H.  Co. 


Payable  at 


Place. 


Winnipeg 


Bank. 


Schol. 


Begi.ns  to 

Run. 

Month. 

Year. 

Aug. 

IS 

19— 

Sept. 

10 

" 

Aug. 

29 

i( 

Sept. 

25 

lEe}nfirf.s. 1.  The  Cash  Balance  fur  September  should  he  lii'ought  down  in  the  wide  space,   to  prevent 

double  posting.     When  the  October  total,  for  "  Cash  Dr."  is  obtained,  then  the  September 
lialance  shoulil  lie  placetl  in  the  "Sundries"  cnluinn  to  <ibtain  the  October  Balance.     If  the 
Cash  Journal  he  taken  as  the  Cash  Acconnt   in   th(>    r^edger,    then   the  September  Balance 
*  may  be  extended  to  the  "Sundries  "  column  at  once,  on  Oct.  1. 
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CASH. 


Ck. 


85 


io~ 

Sept. 


L.K 


/ 

v' 

13 

SO 

IS 

v/ 

16 

81 

16 

J 

17 

82 

n 

73 

17 

sf 

SI6 

74 

27 

V 

28 

J 

30 

83 

30 

.10  ;■ 

30  ^ 

SO  II  84 

So  3.') 


t Acrount.-i  Itr.i 

Expense 

Kent  Hardware  Co. 

Expense 

Bills  Payable 

Expense 

C.   Ropers  <£•  Co. 

A.  Mclntyre  ( Prii:  A/cJ 
E.cpense 

J.  MacDonald  ( Prit:  Ale) 

Expense 

Expense 

B.  King 
Expetise 
Expense 
Expense 


t  Expta  notion.-^.  I 

Office  Books 

Hank  Draft  on  a/c  ----- 
Exchange  ji%  -         .         .         .         . 

#  3  prepaid  -.--.. 
Exchange  J%    -         -         -       ■  - 

Inv.  Sept.  16  

WithdreiK         -         ■         -         - 

Collections^  on  B.  R.  3      - 

Withdreir  ...... 

Gas  Bill  ■ 

Collections,  on  cheque  .  -  .  . 
Bank  Draft  on  a/c  .  .  .  , 
Exchange  5%  -  .  .  .  . 
September  Rent  .  .  .  .  . 
Bookkeeper's  Salary           .          .          .  . 

Expense  .  .  .  .  .  Dr. 
Cash Cr. 

*  Balance  ..---. 


Sviu/i'ies  Ih'.       Kxpen.'^r  I)r. 


300 

1460 

200 
75 

40 
300 


*no      43 


7324 


S98.5        43 
"4339        .',7 


90 


1-5 
1 

40 
40 


no 


■36 
32 

•20 

05 


RECEIVABLE. 


Time  TO  Run.  ^ 

When  Die. 

Kate  ,. 
Int. 

e 

7 

Amo 

Disposed  of 

Year    1 

Jau. 

Feb.  1  Mar.  1  Apr.    May 

June  July 

Aug. 

Sep.  Oct 

16, 

Sov. 

10 

Dec. 

* 

!    When. 

How. 

4  mos. 
7  dyx. 
60  rf;/.^. 

19— 
(( 

fC     . 

365 

78 

172 

56 

Sept. 
Sept. 

14 
17 

Cash.$200d-B.R.3 
Bank  Collected 

Bills  Recei 

vahl 

z  Dr. 

615 

56 

PAYAllLE. 


When-  Di.  k. 

Rate  ;-, 
Int. 

KEliEt-  -MKIi. 

Time  to  Run. 

Year 

It 

Jan. 

Feb.|Jlar.|Apr.  May 

June 

July 

Aug.   Sep. 

1 

Oct. 

/•; 

1 

.'S 

liii.-^ 

Nov.  [  Dec. 

I'ayahk 

-AMOUNT.       1 

i     When. 

How. 

60  dys. 
30  dys  -nght. 
30  dys. 
30  dys. 

i 
Cr. 

100 

730 
I46O                 .-^ept.    16 
•  600 
2890 

Prepaid. 

Remarks.  —  1.  By  leaving  the  Bills  Ree.  and  Bills  Pay.  out  of  the  opening  entry  in  the  Journal, 
there  would  be  no  "J"  in  the  folio  column  of  the  Bill  Journal,  and  these  items  would 
then  be  posted  from  the  latter  book. 
'2.  For  Bills  Rec.  #3,  the  corresponding  item  (-SI 72. -56)  in  the  Journal  must  be  checked  "B" 
in  the  folio  column  to  prc^vent  double  posting.  If  this  entry  be  separated  into  two  parts 
— one  for  the  Cash  Journal  and  one  for  the  Bill  Journal,  or  if  it  be  put  through  the 
Personal  Account,  there  will  be  no  o\erlapping.  See  the  following  e.\ami)les  (a),  (b),  (<;) 
on  the  next  page,  of  journalizing  for  Sept.  14. 
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122.  Special  Journal  Entries  for  Sept.   14  Below. 


(a).    Eiiti y    Xitr   SeiJiiruted  Into 

|ll>tinit    l':ilt-.. 


( Entrii  for  Jonrnalt 

Cash 

Bills  Bee.   - 

Bilk  Rec. 

Interest 


(Entry  for  Cash  J.) 
Cash 

Bills  Bee.     - 

(EntruforBillJ.I 
Bills  Rec.    - 

Bills  Rec.     - 


I7St 

5« 

1 

36-5 
1 

200 

soo 

^ 

172 

50 

112 

'56' 


?56- 


(6).    Entry  Separated  Into  Dis- 
tinct Parts. 


(Entry  for  C.  J.) 
Cash 

Bills  Bee.     - 
Interest 


(Entriifor  B.  .T.) 
Bills  Bee.    ■ 

Bills  Bee    - 


17S 


56 


172 


56 


(c).    Entry  Put  Through  tlie 
Personal  A/c. 


(Entry  for  J.) 
P.  Fellows. 

Bills  Rec.     - 
Interest 


(Eidry  for  C.  J.) 
Cash 

P.  FelloH-s  ■ 


(Entry  for  B.J.) 

Bills  Bee.    ■ 

P.  Fellotos  - 


56 


200 


172 


365 


56 


56 


172 


56 


123.  Transactions  for  foregoing  Cash  Journal  and  Bill  Journal. 

Winnipeg,   Man.,    September  3,    19 — .      A.    Mclntyre  and  .J.   ]SIacDonald  liave  this  day 

entered  into  co-partner.ship. 
A.  Melntyre's  Assets:    Ca.sh  $5000;    note  for  .f365  against  P.  Fellows,  dated  May  11  at 

4  months,  bearing  interest  at  6%   per  annum.      Liabilities:   Note  for  $100,  in   favour  of 

R.  Wilkins,  dated  August  15  at  60  days. 
./.  MricDonnld's  Assets:  Cash  \)V  cheque  on  tlie  Dominion  I'.ank  SlOOO. 
7.    Bought  a  set  of  books  for  the  office  with  cheque,  §12.      Petty  Cash  Sales,  S150. 

10.  Accepted  B.  King's  draft  on  us,  dated  Sept.  6  at  30  days'  sight,  favour  J.  Mason,  $730. 

11.  Drew  a  draft  on  C.  Dale  in  favour  of  ourselves,  for  $78,  dated  Sept.  6  at  7  days. 

13.  Accepted   F.    Burton  ik  Co.'s  draft,  favour  of  themselves,  dated   Aug.   29  at   30  days,  for 

amount  of  Invoice  of  the  4th,  $1460. 
Sent  the  Kent  Hardware  Co.   (in  a/c,  bank  draft  purchased  with  cheque,  for  amount  of 
Invoice  of  the  12th,  less  3%  discount — $300  less  $9  ;  exchange  |%.      (C.J.  and  Stub.) 

14.  P.  Fellows'  note  in  the  opening  entry  falls  due  to-day — face  $365,  interest  due  $7.56  ;  he 

pays  $200  cash  on  it,  and  gives  a  new  note  at  60  dajs  for  the  balance,  bearing  interest 
at  7%.      Petty  Casli  Sales,  $225.50. 

16.  Prepaid    our    acceptance    of   the   13th    Ity   remitting  bank   draft  purchased   with  cheque; 

discount  at  5%  ($3);  exchange  |^%. 

17.  Remitted  C.  Rogers  &  Co.  cheque  on  a/c,  $200.      A.  Jlclntvre  witlidrew  cash  $75. 

The  bank  has  credited  us  with  the  amount  of  C  Dale's  acceptance  left  for  collection  on  the 
11th,  less  collection  charges  |%  ;  face  $78,  coll.  20c. 

18.  Sold  L.  Liiing  for  cash,  15doz.  Paint  Brushes  @  $1.20  ;  4  bbls.  Boiled  Linseed  Oil,  40  gals. 

ea.  at  50c.      (Put  this  through  tlie  Personal  A/c.) 
21.   Petty  Cash  Sales,  $260.80. 
23.   Received   fnmi   T.    Marshall   on  a/c,   his  cheque  on  the  Merchants  Bank   for  $25,   dated 

Sept.  21. 

26.  J.  MacDonald  withdrew  for  private  use,  $40  by  cheque. 

27.  Paid  gas  bill  with  che<iue,  $15. 

28.  Accepted  draft  drawn  by  the  Kent  Hardware  Co.   m  favour  of  themselves  for  $600,  dated 

Sept.  25  at  30  days.     Petty  Ca.sh  Sales,  $275.60.      Paitl  bank  collection  charges  5c. 
30.    Remitted  B.  King  on  a/c,  bank  di-aft  $800,  purchased  with  eheciue  ;  exchange  ^%. 
t  Paid  bookkeeper's  salary,  $40  in  cash.      Paid  rent  of  store  for  Sept.,  $40  in  cash. 
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124.  Double  Entry  Versus  Single  Entry. 

Diiuble  Entry  deals  with  both  Personal  iuid  Imjiersoiial  Aeeoiints,  whereas  Single  Entry  deals 
w-ith  Personal  Aceounts  only. 

Ill  Double  Entry  there  are  always  one  or  moi'e  debits  and  one  or  more  corresponding  credits  in 
each  transaction  ;  and  the  sum  of  the  debits  is  equal  to  the  sinn  of  the  ci'edits,  so  that  the  amount  is 
entered  twice,  or  double.  In  Single  Entry  there  are  not  corresponding  debits  and  credits  in  each 
transaction  ;  each  entry  concerns  but  a  single  account,  and  that  a  Personal  Account,  so  that  the 
amount  is  entered  but  once,  or  giiu/If.  In  Single  Entry  there  can  therefore  be  no  Trial  Balance  to 
test  the  accuracy  of  the  posting. 

In  a  Double  Entry  Ledger  there  are  Loss  and  (iain  Accounts  which  give  the  details  of  the 
losses  and  gains.  In  a  Single  Entry  Ledger  there  are  no  Loss  and  Gain  Accounts,  and  therefore  no 
details  of  the  losses  and  gains.  The  only  method  of  finding  the  Net  Gain  or  the  Net  Loss  in  Single 
Entry,  is  by  taking  the  difference  between  the  Net  Investment  and  the  Net  Capital  at  closing. 

125.  Books  Used  in  Single  Entry. 

The  books  generally  used  in  Single  Entry  are  the  Journal,  the  Cash  Book,  the  Bill  Book  and  the 
Ledger  ;  the  Cash  Bo(jk  and  the  Bill  Book  are  used  as  auxiliary  books,  though  indeetl  they  could  be 
used  as  principal  books  from  whicli  payments  of  cash  or  notes  on  account  might  be  pusted  to  the 
Ledger.  ]\Iany  bookkeepers  use  an  Order  Book  or  a  Counter  Check  Book  in  connection  with  the 
Journal,  or  even  instead  of  the  Journal. 

126.  Single  Entry  Journal  Rule. 

Make  a  person  debtor  when  he  receives  on  account,  and  creditor  when  he  t/ive-s  on  (iccouiU. 

127.  Transactions  Entered  by  Single  Entry. 

There  are  three  general  kinds  of  transactions  :  (1)  all  on  account,  (2)  part  payment  with  cash  or 
note,  and  balance  on  account,  and  (3)  pavment  of  the  whole  amount  witii  cash  or  note,  and  nothing 
on  account. 

For  (1).   Make  an  entry  in   the  Journal,  debiting  the  ])erson   when  he   I'eceives   value  on  a/c,  and 
crediting  him  when  he  gives  value  on  a/c. 
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For  (2).  Make  an  ciitrv  in  the  Journal,  dehitiiig  the  person  for  what  he  receives  on  a/c,  and  at  tlie 
same  time  creditinLC  him  for  what  he  gives  on  a  c.  Also  make  an  entry  in  the  Cash  Book 
or  Bill  Book. 

For  (3).  Make  no  entry  in  the  Journal.  Make  an  entry  in  the  Cash  Book  or  J->ill  Book.  Payments 
of  cash  may  be  .included  with  the  Petty  Cash  Sales  and  entered  in  the  Cash  Book  daily  or 
w-eekly.  In  the  case  of  a  payment  all  in  trade,  such  as  butter  and  eggs  brought  in  by  the 
farmer,  no  entry  is  made  at  all. 


128.  Set  X.~  Single  Entry — Illustration  Set    Grocery  Business. 

To  the  Pupil.     S/m/i/    llu'    i/Zustrn/lous,  nit'l  tlieii    iciirk   llns  s' t  out  fur  i/ii)j7;ifi/f,   in   )/our  irork 

hool,-. 
Special  Features. — Shon-im/   the  difference  between  Single  Entry  ami  Donhle  Entry.      Melfuxl  oj 

r]i(iiiiilii.ii  II  set  ofhooks  from  Si>ii/le  Entry  to  Doiihle  Entry. 

Instructions : 

(a)  Books  to  be  used — Jonrnal,  Order  Hook  or  Couiiter  ('heck  Hook,  Cash  Book,  limik  Cheque 
Book  (for  Blink  Ac),  BUI  Book,  and  Ledyer. 

(b)  Make  entries  in  the  Journal,  Order  Book  or  Counter  Check  Book,  Cash  Book,  Bank  Cheque 
Book,  and.  Bill  Book  :  post  to  the  Ledijer  from  the  Journal  and  Order  Book ;  you  cannot 
take  a  Trial  llalance  (  ]Vhy  ?)  ;  take  stock;  make  a  Statement  oj' Assets  and  Liabilities  and 
a  statement  shoiciny  Gain  ;  enter  the  Xet  Gain  in  the  Projjrietor's  Ajc,  and  close  it;  make 
the  Journal  entry,  from  the  Asset  and  Liability  Statement,  necessary  to  change  the  books 
to  Donhli'  Entry. 

Directory : 

Herry  d'  Co.,  Toronto,  Ont. 


Chapman,  R.,  Xiayara  I'^alls,  Ont. 
Don-d,  //.,   Ifaniilton.  Ont. 


Powers,  1.1. ,  Grimsby,  Ont. 

All  Others,  St.  Catharines,  Ont. 


129.  Transactions    Set  X. — Illustration  Set. 

St.  Catharines,  November   1,   19 — .      W.  .J.  Sykes  conunences   the  Grocery  Business  at   #    173 
St.  Paul  Street. 

Assets:   Cash  $1,500.08  ;   balance  on  deposit  in  the  Scholastic  Bank  §200  ;  Mdse.  $2000  ; 
Note  at   30  days,  against  R.  Chaiiman,  for  ^^300.  dated  Oct.  14,  19 —  ;    S.  Porter  owes 
on  a/c  $100.50. 
Liabilities:  Note  at  one  month,   favour   of  L.    Powers,    for   $150,    ilated   Oct.    10,  19 — ; 
balanc(>  due  H.  Dowd  on  a/c,  $250. 
2.   Deposited  in  Bank,  $1400.      (Stub.) 

4.  Sold  E.  Green,   121   St.  Paul  St.,  on  a/c,  15#  S.  C.  Tea  (.d  35c.  ;   10#  Rio  Coffee  @  40c.  ; 

2  gals.  Coal  Oil  (a^   20c. 

5.  Sold  S.  Poiter,  82  Queen's  Ave.,  100#  Gran.  Sugar  @  oc.  :  3  gals.  G.  Syrup  @  40c.  ;   1  bag 

Flour  $2.      Received  in  part  payment  20  doz.  Eggs  Ca    15c.  ;   18#  Butter  @  20e. 

6.  Bought  from  Berry  k  Co.  for  cash,  Mdse.  $250,  as  per  Invoice  dated  Nov.  2. 
9.~  Cash  Sales  for  the  week,  $350. 
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11.  Gave  H.  Dowd  on  acs  a  draft  at  10  days'  sight  mi  S.  Porter,  for  $.30. 

12.  R.  Green  paid  cash  on  a/c,  §5. 

Paid  for  Stamps  and  Stationery,  $2. -50  cash. 
1.3.   Paid  Bills  Pay.  No.  1  with  cheque,  $150. 

1.5.   Bought  from  H.  Dowd  on  a/c,  Mdse.  $200,  Invoice  dated  Nov.  12. 
16.   R.  Chapman  paid  Bill  Rec.  1  in  cash,  $.300. 

Cash  Sales  for  the  week,  .$27.5.10. 

Deposited  in  Bank,  cash  $9.50. 

18.  Sold  M.   Wilson,    43  Main  St.,  for  cash,  10#    Tea   Ot  40c.  ;  20#  Cheese  (a;  13c.  ;   15  doz. 
Eggs  @  18c.  ;   20#  Sugar,  $1. 

This  will  he  entered  iti  the  Order  Book,  or  the  Counter  Check  Book  only,  and  marked  *"  Paid."  It  will  not  be 
entered  in  the  Cash  Book  as  a  sepnrate  item  ;  the  money  will  be  pviD  in  the  till  and  inclnded  with  the  other 
Cash  Sales  on  the  23rd. 

19.  Received  from  S.  Porter  on  a/c,  his  note  dated  Nov.  19  at  30  days,  for  $50,  payable  at  the 

Imperial  Bank. 

20.  Accepted  H.  Dowd's  draft  on  us,  for  $200,  dated  No\-.  IS  at  30  days. 

23.   Cash  Sales  for  the  week,  $327.20. 

This  includes  Petty  Cash  Sales,  and  Cash  Sales  from  the  Order  Hook  or  the  Counter  Cheek  Book,  such  as  that 
on  the  18th.  Only  one  example  of  a  detailed  Cash  Sale  (N'ov.  l.S)  has  been  given;  the  others  have  been  omitted 
as  unnecessary  for  illustrjition. 

30.   Paid  Rent  for  November,  .$30  in  cash. 
Cash  Sales  for  the  week,  $330.75. 
Deposited  in  Bank,  cash  $650. 


INVENTORY  liih, I  Nov.  3ii,  19—. 
Asse.t  Inventory  : 

MerGhaadisK—loOOti  -V.  C.  Ten @  Soc.           1(10  doz.  Eggs @  13c. 

1500#  Qran.  Sugar .  .  .  .  @  4.y.         .^(I0#  BtUter («j  18c. 

1800#   Yellotv    "      @  sic.  iOOga/.^.  S.I).  Si/rup.@  Soc. 

■500  it  Rio  Coffee @  S3o.  '200    "    Coal  Oil  .  .  .  @  17 r. 

300#  Cheese @  lie.  360  hvsh.  Potatoes.  .  .  @  r,Oc. 


130.  Journal    Single  Entry    Illustration   Set. 

The  opening  entry  has  been  made  by  two  ditterent  methods;  the  checked  items,  in  the  entries 
by  the  first  method,  are  not  to  be  po.sted,  since  they  are  impersonal  accounts  ;  there  will  be  but  one 
posting  from  each  entrj'  by  the  second  method.  The  transaction  on  the  11th  has  also  lieen  entered 
in  two  ways."    The  Pupil  will  make  a  selection. 

The  money  columns  are  for  items  and  totals  respectively,  and  the  posting  is  done  from  the 
"Totals'"  column  only,  excepting  iu  the  opening  entry  by  the  first  method.  The  totals,  in  each 
entry,  may  be  placed  opposite  the  person's  name  or  opposite  the  last  item  ;  for  e.xample,  on  Nov.  4, 
the  total  "  $9.65"  may  be  placed  opposite  "  R.  Green  Dr.,"  or  opposite  "  2  gals.  Coal  Oil  @ 
20c.,  40c." 
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ST.   CATHARIXES.  Xoi-eml>erl,  19—. 

ir.  ,/.  Si/krs  lomnnriii-ei  IIik  Oroiyri/  Biixiiiei.i  at  #  I7J  Si.  Paid- 
Street. 

1 -  1 : 

Cash  as  per  C.  B. - 

Mdse.  "     "  luvenUiri/         -         -         - 

Sills  Rec.  "  IJ.  £.     ' 

S.  Farter  ...         - Dr. 

Liahilitie.t. 
Bills  Pay.  as  per  B.  B.        ----■■-         • 

H.  JJowd  Gr. 

W.  ./.  Sykes  fCapital  A/c)  - Or. 

-. or 

W.  J.  Sykes  (Capilal  A/cJ Cr. 

Ca.ih  as  jKr  C.  B. 

Mdsc.  *'     "    Inrenfory       ..-.----- 

Bills  Rec.  "   B.  B.     -        -        -        ■ 

S.  Porter  owes  on  ajc  -         -         - 

- 1  

ir.  J.  Sykes  (Capital  Ajc)  - .-Dr. 

Bill"  Pay.  as  per  B.  B.       - 

//.  Dnml  is  owed  on  a/c     --.-■■- 

1   

.S'.  Porter  -^■ 

Balance  of  a/c. 

—   1    —. -. 

//.  Dowd  ...         - Cr. 

Balance  cf  a/c. 

R.  Green  .         -         -  -  -  Dr. 

13'#  S.C.  Tea  ---------     .55 

10#  Rio  Coffee  -         , -         -     -iO 

:2  gals.  Coal  Oil  -         -         -         -         -         -         -         -  -     -^^ 

S 

A  Porter  -         -         -         -         -         - ^■ 

100 #   Gran.  Smiar  -  -  -  -     .Co 

.1  ijals.  G.  Syrvp         -         -      ,  -         -         -         -         -         -         - ^  .4') 

1  haq  Flour        .-------■-"- 

" .  .  .  .■ Cr. 

20  doz.  Eggs      .         .         -         - -     .Id 

1S#  Butler        ------.---    .10 

: n 

//.  Dowd ^'■• 

Gare  him  draft  at  Id  days'  .nyhl  on  S.  Porter. 

: ;/ ■ ; 

S.  Porter    -----------     Cr. 

For  ahore  draft. 
or 

//.  Dowd            -----"""""■   ■^'■ 
S.  Porter  C""- 

Gare  H.  J>.  a  to  days'  sight  draft  on  S.  P. 

'■ 12 ^— 

R.  Green    ■        -        -        - -    Cr. 

Cash  on  a/c. 

. . 15 — 

H.  Dowd  .  ..-.-----    Cr. 

Mdse.  Invoice  Xor.  13. 

19 

-S.  Porter  ^r. 

He  nave  Bills  Rec.  #  ;?  on  a/c. 

SO — 

H.  Dowd  -'^• 

Accepted  Bills  Pay.   #  ,?  on  a/c. 


Items. 


1700 

2000 

300 

100 

150 
'250 


1700 

2000 

300 

100 


l.=iO 
250 


68 


50 


as 

50 


4101        18 


400     

3701        IS 

4101        IS 


iOO 


100  :  .50 


250 


65 


40 


r,o 


8        20 


60 


SO 
30 


50 

£00 
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Memarks. — 1.  The  Pupil  is  advised  to  journalize  the  transactious  by  Double  Entry  first,  and  then  to 
make  separate  entries  by  Single  Entry  for  each  personal  account  mentioned  in  the  Double 
Entry.  He  will  thus  understand  the  Single  Entry  through  the  Double  Entry,  and  will 
readilj'  see  that  Single  Entry  is,  in  the  main,  Double  Entry  with  the  impersonal  accounts 
dropped  out. 

2.  The.  money  columns  may  be  used  as  Dr.  and  Cr.  cohimns  respectively  ;  but  when  this  is 
done,  it  necessitates  the  placing  of  the  price  and  the  figures  of  the  Items  column  in 
the  explanation  space,  which  is  neither  convenient  nor  practical.  The  method  of  entering, 
shown  on  the  previous  page,  is  preferable. 

3.  The  Journal  is  not  much  used  in  actual  business.  The  Order  Book  and  the  Counter  Check 
Book  are  used  as  posting  media,  leaving  few  entries  for  the  Journal. 

131.  Order  Book — Single  Entry — Illustration  Set. 

The  entries  are  matle  in  the  Order  Book  when  the  customer  gives  his  order,  and  are  usually 
made  in  lead  pencil  ;  from  this  book  the  goods  are  put  up  ready  for  delivery.  In  this  set,  we  have 
transferred  the  sales  on  account  from  the  Order  Book  to  the  Journal  and  posted  them  from  the 
Journal  to  the  Ledger.  No  entry  is  made  for  the  sales  for  cash  recorded  in  the  Order  Book,  the 
money  from  these  sales  being  put  in  the  till  and  included  in  "  Cash  Sales  for  the  Week."  The 
Order  Book  may  be  used  in  Double  Entry  also. 

Would  it  do  to  post  the  sales  on  a/c,  directly  from  the  Order  Book  to  the  Ledger  ?  Would  it 
be  better  to  do  sol  Why?  Compare  the  two  methods  of  entering  items  on  the  5th  and  18th. 
The  check  mark  (  J)  indicates  transfer  to  the  Journal  ;  if  posting  is  done  directly  from  the  Order 
Book  to  the  Ledger,  this  column  is  used  for  ledger  pages. 


ST.    CATHARINES,  November  .4,  19- 


Itevis. 


Totals. 


R.    Green,   121  St.   Paul  St. 

1.5#   S.C.  Tea .35 

10#    Rio  Coffee .40 

2  gals.   Coal  Oil       -         -         ^         -         -         •         -         -         -     .20 

o 

X.   Porter,  S3  Queen's  Avemie. 

100 #    Gran.   Sugar-         - .05 

3  gals.  G.  Syrup  ...----..  .40 
1  bag  Flour '--..----.. 
Cr. 

SO  doz.    Eggs    -         -         - -     .15 

18#    Butter .20 

IS 

M.    Wilson,  43  Main  St. 

10#    Tea  40c.,  20#    Che.ese  13c. 

2T0  100 

15  doz.  Eggs  18c. ,  S0#   Sugar        -         -         -         -         - 


1 
1 

■5 

25 

r 

40 

9 

65 

0 

1 

20 

s 

S 

20 

3 

3 

GO 

6 

60 

a 

60 

3 

70 
30 

10 

Remarks. — 1.  The  total  ($10.30)  of  the  entry  on  the  18th  may  be  extended  to  the  "Totals'  "  column, 
when  the  Order  Book  is  used  as  a  Single  Entry  book.  When  it  is  used  as  a  Double  Entry 
book,  as  in  Set  XL,  then  the  total  of  a  cash  sale  should  not  be  extendeti  to  the  "Totals'  " 
column. 
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132.  Counter  Check  Book— Single  Entry    Illustration  Set. 


The  Counter  Check  Book  takes  tlie  place 
of  the  Order  Book  and  is  more  generally 
used.  Each  slip  is  duplicated  hy  means  of 
a  carbon  sheet  ;  the  customer  receives  one 
copy,  and  the  other  is  retained  as  a  record 
of  the  transaction.  The  amounts  of  those 
slips  marked  "  Paid  ''  are  included  with  the 
petty  cash  sales  in  the  till  ;  the  amounts 
of  those  marked  "Charge"  are  entered  in 
the  Jouiiial,  or  posted  directly  from  the 
Counter  Check  Book  to  the  Ledger.  Three 
leaves  of  the  Counter  Check  Book  are 
shown  herewith.  Which  is  the  better 
method  of  record — in  the  Order  Book,  ^)r 
in  the  Counter  Check   Book  ? 


ST.   CATHARINES,     iVoi\   4,    19 

1^/-.  R.  Green, 

121  St.  Paul  St. 

- 

^^^o-^p""  W.  J.  SYKES 

DEALER   IN 

Provisions,  Groceries,  and  Fruits. 

1        i.5#  S.C.  Tea                      .85 

5 

^5 

■2        10#  Rio  Coffee                     .Jfi 

4 

.3        2  gals.  Coal  Oil                     .20 

40 

4                          (Charye) 

9 

65 

St.    CATHARINES,    NOC.  5,    19 

|y|/-.  S.  Porter, 

82  Queen's  Ave. 

i°^9"-I  W.  J.  SYKES 

DEALER    IN 

Provisions,  Groceries,  and  Fruits. 

1 

100^  Gran.  Sugar               .05 

5 

1 

20 

2 

3  gals.  G.  Syrup                   .40 

3 

1  hag  Flour 

2    i 

4 
5 

8      .^11 

—Cr.— 

6 

20  doz.  Eggs                          .15 

S 

7 

■ 1 

18^  Butter-                           .20     ' 

3    i^ 

8 

6 

60 

9. 

(Charge) 

ST.    CATHARINES 

,  Nor.  18 

19- 

l^y.  M.  Wilson, 

43  Main  St. 

BOUGHT    ^^      y 

SYKES 

DEALER    IN 

Provisions,  Groceries,  and  Fruits. 

1        10#  Tea 

4" 

/ 

2        20#  Clieese 

.13 
.18 

2 

2 

60 
70 

3       15  doz.  Eggs 

4       ^0#  SvLgar 



1 

5 

10     30 

6 

7 

j 

8 

'.)                            (Paid) 
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133.  Cash  Book — Single  Entry — Illustration  Set. 

The  one-page  Casii  Book,  illustrated  below,  is  generally  called  the  Single  Entry  Cash  Book. 
But  the  two-page  Cash  Book  is  a  better  form,  both  for  Single  Entry  and  Double  Entr\',  as  there  is 
less  liability  of  making  mistakes.  The  Pupil  should  use  the  following  form  in  this  set,  for  the 
sake  of  practice. 

CAiiH.  ])K.  (Jk. 


19- 

Nov. 

I 

6 

9 

1$ 

n 

13 

IS 

16 

S3 

SO 

SO 

Dec. 

- 

W.  J.  Sykua  (Cap.  Ajc) 

\  Mdne.    - 
Mdne.    ': 
R.  Green 

Expense 

'■■  BiUs  Pay.      - 
Bills  Rec. 
Mdae. 
Mdse. 

Mdse. 


Hnlaiice 


Expense 


Investtid 

Bought  from  Berry  <t  Co. 

Sales  for  the  week 

On  account  - 

Stamps  aiul  Stationery 

.Vo.  1  -         .         .         . 

No.  1  - 

Sales  for  the  week 


Novemher  Rent  - 
Sates  for  the  veek 
*Balance 


From  Noremher 


17(10 

as 

250 

350 

0 

'2 
■    150 

300 

275 

10 

327 

20 

30 

3S0 

75 

. 

*:?S56 

3288 

73 
23 

3~'SS 

2850 

1 

50 


33 


134.  Bank  Account. 

The  Bank  Account  will  lie  kept  in  this  set  and  the  next  one,  as  indicated  ou  }>.  82  in 
Sections  11. '5  and  114.  (.)nlv  two  stubs  will  be  required  in  this  set;  balance  in  Bank  $30.50. 
How  much  in  the  till  I 


135.  Bill  Book    Single  Entry— Illustration  Set. 

The  Bill  Book  for  Single  Entry  does  not  differ  from  that  used  for  Double  Entry.  The  Pupil 
will  use  the  forms  shown  in  Section  8.")  ;  and  from  his  Bill  Book  will  obtain  the  following  balances — 
Bills  Rec.  unpaid  .9.50,  Bills  Pay.  unpaid  .f200. 


136.  Ledger — Single  Entry — Illustration  Set. 


T)K. 


ir.  ./.   SVKES  (Cijjitiil  Air). 


f'K. 


19— 
Non. 


S.   PORTER. 


If.   Down. 


3701 


18 


19— 

19  — 

Xor. 

1 

90 

100 

50 

Xor. 

5 

90 

ti 

GO 

5 

90 

8 

20 

11 
19 

' 

90 
90 

SO 
50 

19— 

19  — 

1 

Nor. 

11 

90 

■SO 

VNor. 

1 

911 

250 

■20 

90 

MO 

15 

90 

300 

94 
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137.  Financial  Statement — Single  Enti-y — Illustration  Set. 

This   consists   of  two  pai'ts  :  (1)  a  Statement  of  Assets  an<l  Liabilities,  and   (2)  a  Statement 
sliowinj^  the  Net  Gain  or  tlie  Ivet  Loss. 

The  Statement  of  Assets  and    Liabilities   in   Single   Entry    is   made   from    four    sources — the 
Ledger,  the  Cash  Book,  the  Bill  Book,  and  the  Inventory  Book,  as  follows  : 

(1).   Find  all  the  balances  (_>f  the  personal   accounts  from  tlie  Ledger.      Debtor  balances  are 

Assets  ;  Creditor  balances  ar(^  Liabilities. 
(2).   Find  the  balance  of  cash  on  hand  from  the  Cash  Book.     This  is  an  As.set. 
(.'!).   Find  the  balance  of  other  persons'  notes  and  acceptances  unpaid,  from  the  Bills  Receivable 

Book  ;  this  balance  is  an  Asset.      Find  the  balance  of  our  notes  and  acceptances  unpaid, 

from  the  Bills  Pa\'able  Book  ;  this  balance  is  a  Liability. 
(4).   Find  the  balance  of  Mdse.  on  hand,  from  the  Inventory.      This  balance  is  an  Asset. 

STATKMEXT  OF  ASSETS   AND    LIABIIJTIES. 


S.  Porttr       -       liiilamy'  due  l>//  liiin 
R.  Green        -  "  "      "      " 

Ca.^h      -         -  "       ii/i  per  Cnxh  Book 

Bills  Receimlile  ,       "        "    "    Bill  Bool; 
Merrhiitidise  *'         *'    "     Iiirentory 

;  Liahilitiet^ 

H.  Doird       -      Balance  dne  to  him 
Bill li  Payable     \       "       an  ji^r  Bill  Booh 
:  ir.  J.  SykeJ  Net  Chpitnl 


'22 

10 

A 

fi5 

2S56 

23 

50 

ISSO, 

50 

42SS 

sm 

•200 

420 

3S33 

4S 


When  there  are  a  large  numlier  of  personal  accounts  from  the  Ledger,  they  are  entered  as  one 
item  under  the  title  "  Personal  Accounts  Receivable  "  in  the  Assets,  or  "  Personal  Accounts  Payable" 
in  the  Liabilities. 

The  Statement  showing  the  Net  Gain  is  made  from  two  sources — the  Proprietor's  Capital  A/c, 
and  the  Asset  and  Liability  Statement,  as  follows  ; 

(1).   Find  the  Net  Capital  from  the  Asset  and  Liability  Statement. 

(2).   Find  the  Net  Investment  from  the  Proprietor's  Capital  Ac. 

(3).  Find  the  difference  between  the  Net  Capital  and  the  Net  Investment.  This  diffei-ence  is 
Net  Gain  if  the  Net  Capital  be  the  larger,  and  Net  Loss  if  it  be  the  smaller. 


STATEMENT  SHOWING   GAIN. 


./.  Siiki.-i'  Nil  Cipiliil 
'*  Inrestinent 

"  Gain 


3833 

3701 
132 


48 
IS 
30 
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138.  Closing  the  Ledger — Single  Entry — Illustration  Set. 

This  consists  in  closing  the  Proprietor  s   A/c  only.     Thi;  other  Personal  A/cs  are  closed,  imly 
when  settled  or  when  carried  forward  to  a  new  page. 

1.  Determine  the  Net  Gain  from  the  Financial  Statement. 

2.  Enter  the  Xet  Gain  on  the  Cr.  side  of  the  Proprietor's  A/c. 

3.  Close  the  Proprietor's  A/c  and  bring  down  the  Xet  Capital,  as  follows  : 


Dr. 


W.    J.    SYKES  (Capital  A/c  J. 


Cr. 


19— 
Nov. 


SO  !  *  Net  Capital 


Oo 

*SS33 

48 

19— 
Nov. 

1 
30 

S833 

48 

Dec. 

: 

Net  Gain 


Net  Capital 


95 


-3701 


IS 
30 


38Xi 


3833 


48 


139.  Changing  from  Single  Entry  to  Double  Entry. 

A  Single   Entrv   Ledger  contains  only  Personal  A  es  :  a  JJouble  Entry  Ledger  contains  botli 
Personal  A  cs  and  Impersonal  A/cs.     To  change  from  Single  Entry  to  Double  Entrj",  it  is  nceessaiy, 
therefore,  to  open  Impersonal  A/cs  in  the  Ledger,  in  addition  to  the  Personal  A/cs  already  there. 
(1).  Make  a  Single  Entry  Financial  Statement  and  close  the  Proprietor's  Ac. 
(2).  Make  a  journal  entry  from  the  Single  Entry  Asset  and  Liability  Statement  ;   1st  Method — 

make  a  journal  entry  containing  only  the  Impersonal  A/cs.    .2nd  Method — make  a  journal 

entry  containing  both  the  Personal  A/cs  and  the  Impersonal  A' es  :  cheek  the  Personal  A/cs 

and  iMst  only  the  Impersonal  A/cs. 
(3).   Post  this  opening  journal  entry  and  take  a  trial  balance.      Fr(;m  the  2nd  Method,  it  will  be 

seen  that  all  the  Single  Entry  Ledger  lacks  of  being  in  balance,  is  the  Impersonal  A  cs. 
(4).   Proqeed  by  Double  Entry,  in  the  same  way  a,s'  von  would  after  making  the  opening  journal 

entrv  from  the  Assets  and  Liabilities  in  a  Double  Entry  Set.      Bring  down  the  balance  in 

the  Cash  Book,  and  continue  the  Bill  Book. 

140.  Journal  Entry  to  Change  from  S.  E.  to  D.  E. — Illustration  Set. 

.sT.   CATII.ilUXES.    hecimh,,-  2,   10—. 


94 

94 
H 
94 


94 

H 


W.  J.  Si/kei  has  this  day  chanyed  his  hooks  from  Single  Entry  to 
Double  Entry,  and  continues  the  Grocery  Business  at  #  173  St.  Pawl  St. 

1st  Method   

Cash  Dr. 

Bills  Sec.  ----- 

Mdse. 

Bills  Pay. 

Impersonal  A/cs  as  per  Single  Entry  Statement. 

2}id  Method  

S.  Porter,  Dr.  

/?    Green     ------------ 

Caxh -  - 

Bills  Bee.  

Mdse.  ------,----.- 

Bills  Pay. 

B.  Don-d • 

If.  ./.  Sykes  (Capital  A/c) 

For  Assets  and  Liabilities  as  per  Single  Entry  Statement. 


SO 

1320       SO 


22 

10 

i 

65 

2836 

23 

SO 

1320 

50 

200 


200 
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141.  Changing  from  S.  E.  to  D.  E. — Old  Ledger  or  New  Ledger. 

When  till'  .■<arnp  Ledger  is  to  be  used  for  the  Double  Entry  as  was  used  for  the  Single  Entry, 
either  of  the  foregoing  methods  may  be  employed.  But  when  a  iwic  Ledger  is  to  be  used,  then  the 
set-ond  method  must  be  employed,  and  without  the  checking  ;  both  Personal  and  Impersonal  A/cs 
must  be  posted. 


Set  XI.  Single  Entry  and  Dovible  Entry. 

Special  Features. — Changing  from    Singh  E'lUry    to    Double    Entry.      Introduction  of  Retail 
Statements  of  Acanint,  and  Wholesale  ^Jonthly  Statements. 

Instructions  for  Part  I.— Single  Entry. 

(a)  Books  to  he  iisrd — Btisiness  Papers,  Jorirnal,  Order  Hook  or  Counter  Check  Book,  Cash 
Book,  Bank  Cheque  Book,  Bill  Book,  and  Ledger. 

(b)  Business  Papers  : 

J.    Inward. — Xo/e  on.  Dee.  10  :   Draft  on.  Dec.  IJ/.. 

2.    Outn:ard. — Drafts  on  Dec.  ^,  9  :  Cheques  on.  Dec.  4t  l*'-,  H^  l^i  14  ■    Bank  Draft  on 
Dec.  4  :   Receipts  on  Dec.  ■'>,  fi,  13. 

(c)  Make  out  business  papers  :  make  entries  in  the  Journal,  Order  Book  or  Counter  Check 
Book,  Cash  Book,  Bank  Cheque  Book,  and  Bill  Book  :  post  to  Ledger  from  the  Journal  and 
Order  Hook  :   take  stock  :   make  Financial  Statements  ;  close  the  Proprietor's  A/c. 

Note.-  Pages  ot  the  .lournal  may  be  used  for  the  Order  Book.  If  the  Pupil  wishes  to  use  the  Counter  Check 
Book,  he  may  use  any  forms  provided  for  this  purpose,  or  lie  may  fold  sheets  of  his  work  book,  and  rule  like 
the  Counter  Checks  in  Section  132. 


Directory  : 

Diamond,  A.,  Xorwood,  Out. 
Dunster,    ir.,  40  Stewart  St. 
Duncan,  R.,  Hamilton,  Ont. 
Grant,  R.,  2Jf.  George  St. 
Grafton,  B.  <t  Co.,  Toronto,  Ont. 
Kennedy,  C,  Lakejield,  Ont. 
Lamont,  J.,  27  Hunter  St. 
Loiiyry,  E.,  Ashbtiriiham,  Ont. 

Ledger  Lines  for  Parts  L  and  IL : 


Morrow,  M.,  82  Dublin  St. 
Pratt,  F.,  Omemee,  Ont. 
Pringle,  F.  <b  Son,  Montreal,  Que. 
Prang,  Mrs.  S.,  SO  Brock  St. 
Score,  R.  &  Son,  Kirujston,  Ont. 
Smale,  G.  &  Co.,  Montreal,  Que. 
All  Others,  Peterboro,  Out. 


^  A.   Grierson  (Caj/.  Ajc)  .  .  H -i- S 

A.  Diamond H  +  3 

M.  Morroir H+4 

G.  Smale  &  Co II +  3 

2  B.  Grafton  &  Co II +6 

Mrs.  S.  Prang 11+ 4 

R.  Grant H+4 


E.  Lourry H  +  4 

■'Bills  Payable II +  S 

mils  Receivable II  +  3 

F.  Pratt H  +  S 

R.  Purvis II +2 

Pupil  (Cap.  A/c) II +4 

'  C.  Kennedy    H  +  3 


Merchandise H  +7 

Cash H+4 

Furniture  and  Fixtures .  .H  +  4 

■'  F.  Pringle  rfr  Son H+2 

Merchandise  Discount.. .  .H+2 

Expense H  +5 

Loss  and  Gain H  +5 
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Transactions— Set  XL— Part  I. 
Peterboro,  December  2,  19 — .      A.  Grieison  buys  u  General  Store  Business,  formerly  conducted 
by  W.   B.   Short  at  #  76   George  Street.      He   recei\es  all   the  assets,   and  assumes  all  the 
liabiUties  as  follows  : 

Assets:   Mdse.   $2500;    Furniture  and   Fixtures  $325;  A.  Diamond  owes  on  a/c,  $75.60; 

M.  Morrow  owes  on  a/c,  $28.90. 
Liabilities  :   Balance  due  G.    Smale  &  Co.   on  a/c,  $125  ,-7^raft  at   30  days,  favour  of  R. 

Score  &  Son  for  $150,  dated  Nov.  10  and  accepted  Nov.  12. 
Besides  the  above  Mr.  Grierson  invests  Cash  $1500. 

3.  Engaged  Miss  D.  Markham  as  clerk  at  $30  per  month,  and  Pupil  as  clerk   and  bookkeeper 

at  $40  per  month.     The  Store  is  rented  from  S.  Gallow  at  $60  per  month. 
Deposited  in  the  Scholastic  Bank,  cash  $1400. 

4.  Sold  R.   Grant  on  a/c,  1   White  Shirt,   $1.25  ;   h  doz.  Linen  Collars  @  $1  ;   6  prs.  Woollen 

Socks  @  30c.  ;   1  pr.  Shoes,  $3.50. 
Paid  G.  Smale  &,  Co.  on  a/c,  with  bank  draft  $100,  purchased  with  cheque;  exchange  25c. 
Sold  Mrs.  S.  Prang  on  a/c,   30  yds.  Print  ©  1 2c.  ;  50  yds.  Sheeting  @  1 4c.  ;  4  prs.  Ladies' 

Hose  @  25c.  ;   10#  Raisins  @  8c. 

5.  Bought  from  B.  Grafton  &  Co.  on  a/c,  Mdse.  $450,  Invoice  dated  Deo.  3  at  30  days. 
A.  Diamond  paid  on  a/c,  cash  $50.60. 

Sold  W.  Dunster,  1  doz.  Linen  Hdkfs.,  $1.50  ;   3  Neckties  @  40c.  ;  3  prs.  Cidfs,  50c.    Paid 
in  cash. 

This  is  to  be  entered  in  tlie  Order  Book  (or  Counter  Check  Book),  but  is  not  to  be  posted,  nor  entered  separately 
in  the  Cash  Book,  as  it  and  other  transactions  like  it  are  inchided  in  the  '*  Cash  Sales"  at  the  end  of  each  week. 

6.  Bought  from  G.  Smale  &  Co.  on  a/c,  Mdse.  $100,  Invoice  dated  Dec.  4  at  10  days. 

Sold   E.    Lowry  on  a/c,   10  yds.  Print   @    13c.  :    2  yds.   Blk.  Lustre  @  20c  ;  50#  Sugar  @ 

4ic.  ;  2#  Tea  at  40c. 
Received  from  Mrs.  S.  Prang  on  a/c,  cash  $8. 

7.  Paid  for  Stamps  and  Stationery,  cash  $2.50. 

Sold  M.   Morrow,   1   bbl.   Sugar,   240  #   @  4c.  :   10  gals.   Coal  Oil  (g>  16c.  :    25  #  Tea  (tf  35c. 
He  paid  $10  cash  on  a/c.     (O.B.  and  C.B.) 

This  SIO  cash  is  not  included  in  the  "  Cash  Sales."  The  weekly  "  Cash  Sales"  are  made  up  of  Petty  Sales  for 
which  no  bills  are  given,  and  of  such  sales  as  the  one  to  Wni.  Dunster  on  the  5th  ;  only  one  of  the  latter  cla.s.s 
has  been  ^iven  in  detail. 

Cash  Sales  for  the  week,  $237.80. 
Deposited  in  the  Bank,  cash  $400. 
9.    Accepted  G.  Smale  it  Co.'s  draft  on  us  for  $125,  dated  Dec.  6  at  7  days. 

Sold  Mrs.  S.    Prang,   20  yds.   Blk.   Silk  @  $1.25  ;    5  yds.  Lining  <a  20c.  :    12#    Butter  at 

18c.  ;   10  doz.  Eggs  @  20c.     She  gave  cash  $15  in  part  payment. 
The  Proprietor  took  for  private  use,  30 #  Sugar  @  4c.  ;  5#  Tea  @  40c. 

10.  Received  from  M.  Morrow  on  a/c,  his  note  for  $35,  dated  Dec.  7  at  10  days.      (J.  and  B.  B.) 
Bought  from  R.  Duncan  for  cheque,  Mdse.  $414,  Invoice  dated  Dec.  8. 

11.  Remitted  B.  Grafton  &,  Co.  on  a/c,  cheque  for  $125. 

Sold  R.  Grant  on  a/c,  10  gals.  Cider  Vinegar  @  30c.  ;    I  bbl.   Salt,  $1.25  ;    20#  Wiie  Nails 
@  4c.  ;  5#  Putty  @  5c. 

12.  Sold  E.   Lowry,    i#    Blk.   Pepper  w  30c.  ;    3  Brooms  ht  25c.  ;    1   bbl.   Sugar,  240#  &  3|c. 

Received  in  part  payment  15  doz.  Eggs  @  1.5c.  ;  30  #  Butter  @  16e. 
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13.  Received  fmin  R.  Grant,  cash  in  full  of  a/c,   •'?12.35. 

I        Paid  our  acceptance  favour  of  R.  Score  &  Son  witli  cheque,  $150. 

14.  Drew  a  draft  at  10  days,  on  A.  Diamond  for  S2.5  to  close  his  a/c. 
Cash  Sales  for  the  week,  $32.5.60. 

Deposited  in  the  Bank,  cash  $340. 

Paid  frei;.'ht  bill  for  two  weeks  $11,  with  cheque. 


IXrEXTOBIES  taken  Dec.   I4,  19—. 
Asset  Inventories : 

Merchatidise  on  hand •  $3134.30 

Furniture  and  Fixtures  on  hand 315.00 

Liability  Inventory  : 

Expense — Eent  and  Salaries  accrued 6-5.00 

Results  : 

A.  Grierson's  Net  Gain,  $230.81  ;   Net  Capital,  $4383.11. 


142.  Statements  of  Account — Retail. 

These  are  made  out  at  certain  regular  periods,  usually  monthly  ;  they  give  the  items  of  the 
customer's  purchases  and  payments  on  a/c,  and  the  balance  due.  When  Counter  Check  Books  are 
used,  the  customer  is  expected  to  keep  the  bills  given  with  each  purchase  ;  then  a  statement  like 
that  in  Section  143  is  sutficient. 

PETERBORO, ■^«";««'^.? 19— 


M 


r.  M.  Morroic 


Vet- 


Si 


10 


In  account  with 

GRIERSON  &  PUPIL, 

WHOLESALE  AND  RETAIL  GROCERS. 


Account  remlered  ----------- 

1  bbl.  Sityar,  ZiO#   @  4c.     -  -         -  - 

PS  m 

lU  gal".  C.  Oil.  IGc,  25#   Tea  35c. 

ISO  en 

1  doz.  canx  Ve(/elahks,  2  qlH.  Oysters -SOc.      -         -         -         - 

75?  1— 

lOU  Layir  Raimnx  Inc.,  '2  haejri  Potatoes  90c.        ------ 

6V. 

Cash    -------------- 

Note 

Balance  due 


9    I     (it) 
111       ,).•) 


19 


95 


1 

90 

■J 

SO 

5 

go 

54 

05 

10 

35 

45 

9 

05 

BOOKKEEPING 


99 


Peterboro. 


January  2  |  Q 


M':-. 


F.  Pratt 


Omemee,  Out. 


I.  Account  With  GRIERSON  &  PUPIL, 

WHOLESALE  AND  RETAIL  GROCERS. 


jMc. 

19 

Mdse.,  net 

2S 

.:?.■; 

34 

"       10  days 

Or. 

Cash       - 

26 

OO 

34 

90 

10 

10 

26 

Goods  short     - 

Balance  dw. 

'^ 

40 

12 

40 

43 

SO 

143.  Monthly  Statements — Wholesale 

Theso  are  .soiit  out 
monthly  ;  they  show  the 
amounts  of  the  purchases 
and  payments  on  a|c 
during  tlie  month,  and 
the  Ijalanoedue.  Usually 
a  draft  is  drawn  on  the 
customer  for  the  balance ; 
this  draft  is  placed  in 
the  bank  for  collection, 
or  for  discount  if  the 
firm  need  ready  money  : 
the  bank  obtains  the  ac- 
ceptance. 


Instructions  for  Part  II.    Double  Entry. 

(a)  Books  to  be  used — Business  Papers,  Journal,  Order  Book  or  Cormier  Check  Book,  I'urchase 
Jourtial,  Cash  Journal,  Bank  CheipiP  Book,  Bill  Book,  and  Ledger. 

(b)  Business  Papers  : 

1.  Inward. — Receipts  on  Dec.  IS  (from  11'.  Baxter),  Dec.  iil  {for  Rent)  :  Bank  Draft 
on  Dec.  27  ;   Draft  on  Dec.  SO. 

2.  Outward. — Draft  on  Dec.  2^  ;  Cheques  on  Dec.  16,  IT,  20,  30,  31  ;  Bank  Draft  on 
Dec.  17  ;  Invoices  for  C.  Kennedy  mi  Dec.  IS  and  27,  and  for  F.  Pratt  on.  Dec.  19 
and  2 J/.  ;  Credit  Invoice  on  Dec.  26  ;  .  Statements  of  Account  for  21.  Morrow  and 
Mrs.  S.  Pranij  :   Monthhj  Statements  for  F.  Pratt  and  C.  Kennedy. 

(c)  Make  out  biisiness  j^apers  ;  make  entries  in  Journal,  Order  Book,  Purchase  .Tournal,  Cash 
Journal,  Bank  Cheque  Book,  and  BUI  Book.  :  post  to  Ledger  from  Journal,  Order  Book, 
Purchase  Journal,  and  Cash  Joitm.al ;  take  a  Trial  Balance  :  take  stock  ;  make  Financial 
Statements  ;  close  the  Ledger. 

Keep  the  Cash  Journal  with  special  columns,  as  iii  Section  120. 

Keep  the  Order  Book  like  the  Sales  Journal  in  Section  108.  Put  partial  payments,  .<<uch 
as  C.  Pratt's  ou  Dec.  19,  through  the  Cash  Jourjial.  J.  Laniont's  entry  on  Dec.  IS  will 
he  treated  like  M.   Wilso7i's  entry  hi  the  example  in  Section  131. 

Transactions— Set  XL— Part  II. 

Peterboro,  December  16,  19 — .  A.  Grierson  admits  Pupil  as  a  partner  under  the  firm  name  of 
Grierson  &  Pupil.  They  decide  to  continue  the  business  as  a  Wholesale  and  Retail  Grocery 
and  Provision  Business. 

Mr.  Grierson  is  to  increase  his  Net  Capital  to  $5000  ;  he  is  to  receive  -^  of  the  profits  and 
may  withdraw  for  private  use  not  more  than  860  per  month.  Pupil  is  to  invest  $1000 
cash  ;  he  is  to  receive  \  of  the  profits  and  mav  withdraw  not  more  than  $40  jier  month. 

The  books  are  to  be  changed  to  Double  Entry. 

Miss  D.  Markham's  salary  is  to  be  increased  to  $35  per  month. 
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16.  A.  Griersoii  invests  cash  sufficient  to  make  liis  Net  Capital  up  tn  $5000. 
Pupil  iuve.sts  cash,  $1000. 

The  firm  sells  to  R.  Purvis  all  the  goods,  except  the  stock   of  Groceries  and  Provisions,  for 
cash,  $1563. 

Put  this  through  the  Personal  A/c. 
Paid  Pupil's  salary  due  to  date,  $20,  in  cash. 
Paid  B.  P.  #2  with  cheque,  $125.      Deposited  in  Bank,  cash  $2800. 

17.  Bouglit  from  F.  Pringle  &  Son,  Mdse.  $14-75,  Invoice  dated  Dee.  16,  Vui  "'30- 

4,10  means  V\  otf  if  paid  inside  of  10  days  ;  n/30  means  net  cash  in  30  days,  that  is,  if  not  paid  in  3U  days  interest 
\\i\\  be  charged. 

Paid    B.    Grafton  &  Co.   in   full   cjf  a/c,    with   hunk   draft  $.325,   ptu'chased   with  cheque; 

exchange  \%. 
Sold  Mrs.   S.   Prang  on  a/c,  3  hars  Soap  (W  18c.  ;    5#  Currants  @  8c.  ;  3  bags  Potatoes  @ 

90c.  ;   1  l)bl.  Russet  Apples,  $3.50. 

18.  Paid  W.  Baxter  for  painting  store,  $20  cash. 

Bought  from  B.  Grafton  cfe  Co.  on  a/c,  Mdse.  $1630,  Invoice  dated  Dec.  16,  Vis  "/so- 
Sold  C.  Kennedy  <m  a/c  at  10  days,  1  bbl.   Gi-au.   Sugar,  220  -  18  =  202#   (tf  3fc. ;  1  chest 

S.  C.  Tea,   90 -8  =  82 #   &  3.5c.  :    1   bbl.   S.  D.  Syrup,  35  gal.s.  @  -t2c.  :    3  bxs.  Raisins, 

25 #  ea.  @  7c. 
18#  and  S#  are  the  tare,  the  respective  weights  of  the  empty  barrel  and  the  empty  chest. 
Sold  J.  Lament,  2#  Mustard  @  25c.  ;   5  doz.   Eggs  (iS  20c.  ;    1  box  Soda  Biscuits,  25c.  ;  3 

cans  Corn  @  12c.      Paid  in  cash. 

Included  in  **  Cash  .Sales"  on  the  21st. 

19.  Sold  F.  Pratt,  1  bbl.  XX  White  Wine  Vinegar,  40  gals.  @  17c.  ;  5  ca.ses  Corn,  10  doz.  @ 

$1.15  ;   2  doz.  XXX  Brooms  @  $2.40;   1  keg  Mustard  Pickles,  15  gals,  at  35c.   Received 
in  part  payment,  cash  $10. 

Put  this  through  the  Personal  A/c— the  sale  through  the  Order  Book,  the  payment  through  the  Cash  Journal. 
Sold  E.  Lowiy  on  a/c,  1  Smoked  Ham,  10#   («)  15c.  ;    5#  Coffee  @  25c.  ;   10  gals.  Coal  Oil 
@  16c.  ;   2  bbls.  Salt  @  $1.15. 

20.  Sent   F.   Pringle  it   Son   on  a/c,  cheque  for  amount   of  Invoice   received   on  the  17th,  less 

discount  $59. 
M.  Morrow  paid  his  note,  B.  R.  1,  in  cash  $35. 
Bought  from  B.  Grafton  &  Co.  on  a/c,  Mdse.  $800,  Invoice  dated  Dec.  18,  7io  "/so- 

21.  Sold  M.  Morrow  on  a/c,  1  doz.  cans  Vegetables  assorted,  $1.30;    2  qts.  Oysters  @  30c.  ; 

10#  Laj-er  Raisins  (a   15c.  ;  2  bags  Potatoes  @  90c. 
Cash  Sales  for  the  week,  $780.50.      Deposited  in  the  Bank,  cash  $950. 

23.  B<.)ught  a  delivery  Horse  and  Waggon  from  E.  Sparling  for  $180  cash. 

Sold  R.  Grant  on  a/c,  5#  Tapioca  (n>  7c.  ;   1  bag  Flour,  $2.50  ;   10#  Cheese  @  12c. 

24.  Sold  F.  Pratt  oh  a/c  at   10  days,  5  cases  Tomatoes,  2  doz.  ea.,  (a  $1.20  :  1  bbl.  Y.  Sugar, 

250  -  20  =  230#  fe  3k-.  ;   1  sack  P.  Rice,  200#  @  3^0. 
Accepted  B.  Graft(jn  it  Co.'s  draft  on  us,  dated  Dec.  18  at  10  days,  for  $2430  to  close  a/c. 
26.    F.  Pratt  writes  us  that  the  goods,  shipped  him  on  the  24th,  were  short  1  case  Tomatoes, 

2  doz.  (a\  $1.20.      (J.) 
Bought  from  E.  Lowry  on  a/c,  2  crates  Eggs,  18  doz.  ea.,  @.  15c.  ;   1  tub.Butter,  50#  @,  16c. 
A.  Grierson  took  for  private  use,  50#   Gran.  Sugar  @   3ic.  ;   25#   Butter  @  16c.  ;   10# 

Tea  @  35c. 
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27.  A.  Dianiiind  paid  his  acceptance,  B.  R.  2,  with  draft  on  the  Dominion  Bank,  §25. 

Sold  C.  Kennedy  on  a/c  at  10  daj-s,  1  tin  Gr.  Ginger,  10#  @  30c.  ;  i  chest  O.  Tea,  -50  -  6 
=  44#  @  30c.  ;  1  sack  Almond  Nuts,  100#  @  lie. 

28.  Cash  Sales  for  the  week,  .$830.25. 
Deposited  in  the  Bank,  cash  -§820. 

30.  Paid  freight  Lill  for  two  weeks,  SI 5.50,  wdth  cheque. 

Rendered  C.  Kennedy  a  monthly  statement,  and  di-ew  on  him  at  5  days,  for  bills  oi   18th 
and  27  th. 

31.  Paid  acceptance  favour  of  B.  Grafton  it  Co.  with  cheque,  .$2430. 

A.  Griersfin  w'ithdrew  for  pi-ivate  use  .?50.75  cash,  and  Pupil  withdrew  §40. 

Paid  Rent  for  December,  860  cash. 

Paid  Miss  Markham's  salary,  .$32.50  cash. 

Cash  Sales  for  two  days,  $125.10. 


INVENTORIES  taken  Dec.  31,  19—. 
Asset  Inventories : 

Merchandise  on  hand. %Jf.l75.7Ji. 

Furniture  and  Fixtures  on  hand SOO.OO 

Expense — Horse  and  Woujgon 180.00 


Results  : 

A.  Griersun's  Net  Gain,  $JfJfi.Jfi  :   Jet  CapitoJI.,  %5S80.Jfl. 
PiqnVs  "  "       110.10:       "  "  1070.10. 


CALENDARS 


The  Department  of  Eiliu-ation  requiii's  each  set  and  exercise  to  be  dated  according  to  the  calendar 
of  tlie  ye:ii"  i'l  which  it  is  being  worked  out  in  the  class  ;  for  example,  if  Set  II.  is  being  done  in  the 
year  1910,  the  dates  in  the  text-book  should  be  changed  from  January  1912  to  January  1910  in  such  a 
way  as  to  record  all  transactions  on  business  days.  Sunda3's  and  statutory  holidays  are  indicated  in 
darker  type  in  each  of  the  calendars. 

NoTK. — The  following  statutory  holidays  are  not  printed  in  darker  type  in  the  calendars,  as  they  are  not 
observed  in  every  province  and  do  not  affect  anj-  of  the  sets  or  exercises  :  The  Epiphany  on  Jan.  6  ;  Arbor  Day  on 
the  second  Friday  in  Jlay  ;  All  Saints'  Day  on  Xov.  1  ;  Conception  Day  on  Dec.  8  ;  Ash  Wednesday,  1909-16,  on 
Feb.  24,  Feb.  9,  Mar.  l,"Feb.  21,  Feb.  .5,  Feb.  25,  Feb.  17,  Mar.  8;  Ascension  Day,  1909-16,  on  May  20,  May  5, 
May  25,  May  16,  May  1,  ilay  21,  May  i;?,  .Tune  1.  Thanksgiving  Day  is  proclaimed  annually.  See  '-Statutory 
Holiday's"'  on  patre  5. 

CALENDAR  FOR   1909. 


1909 

X 

o 

!0 

'S 

i 

m 

5 

i 

s 

« 

^ 

c 

1 

5 

o 

IT 

s 

c 

0 

0: 

V 

5 

(S 

K 

c 

s 

^ 

crj 

31 
30 

31 

5 
31 

Jas. 

i 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

u 

12 

13 

14 

15 

16 

17 

IS 

19 

20 

21 

22 

23 

24 

25 

26 

27 

^ 

29 

30 

Feb. 

1  1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

IB 

17 

18 

19 

20 

21 

22 

23 

24 

25 

23 

27 

2S 

M-IH. 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

13 
12 

18 
13 

17 

18 
\1 

19 
10 

20 
1^ 

21 

22 

23 
20 
18 

24 
21 
19 

23 

22 
20 

26 
23 
21 

27 
24 
22 

28 

25 
23 

29 
26 
24 

30 
27 
25 

31 

28 
26 

29 

30 

28 

29 

Al'Kll,. 

1 

2 

3 

4 

5 

G 

7 

8 

9 

10 

11 

IS 

19 

M.iy. 

1 

2 

3 

4 

5 

ti      7      - 

0    1  1   n    i_'   i:; 

14 

13 

16  17 

Junk. 

1 

2 

3 

4 

5 

6 
4 

7 
5 

8 
U 

9 

7 

}1 
8 

U 
9 

10 

13 
11 

U 
I2 

15 
13 

lU 
14 

17 
15 
19 
16 

l.S 
16 
20 
17 

19 
17 
21 
18 

20 
IS 
22 
19 

21 
19 
23 
20 

'J2 

20 
21 

23 

21 
25 
22 

24 
22 
26 
23 

25 
23 
27 
24 

26 
24 

25 

27 
25 
29 
26 

28 
26 
30 
27 

29 
27 
31 

"is 

30 
28 

29 

29 
30 

30 
29 

31 
30 

July. 

1 

1 

2 

3 

Aug. 

1 

2 

3 

4 
1 

5 

2 

6 
3 

7 
4 

8 

5 

9 
6 

1(1 
7 

11 
8 

12 
9 

13 
10 

11 
11 

15 
12 

16 
13 

17 
14 

18 
15 

Sept. 

Oct. 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 

23 

24 

23 

26 

27 

28 

Nov. 

1 

2 

3 

4 

0 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

IB 

17 

18 

19 

20 

21 

22 

23 

2i 

25 

26 

27 

2S 

29 

30 

Dec. 

1 

2 

3 

4 

S 

6 

7 

':8  [  a 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19,20 

21 

22 

23 

24 

25 

26 

27 

28 

29 

30 

31 

CALENDAR  FOR   1910. 


1910 

■7. 

5    H    ? 

'Z, 

•SI 

c 

^ 

J 

Si 

5 

-/ 

a 

s 

12 
16 
IG 
13 

18 

13 

17 
17 
14 
19 

U 
14 
18 
18 
15 
20 

"5 
in 

15 

19 

19 

16 

21 

16 
20 
20 
17 
22 
19 
17 
21 

0 

17 
21 
21 
18 
23 
20 
IS 
22 

.1 

18 
22 
22 
19 
24 
21 
19 
23 

19 
23 
23 
20 
2.3 
22 
20 
21 

20 
24 
24 
21 
26 
23 
21 
23 

21 
23 
25 

22 
27 
21 
22 
26 

22 
26 
26 
23 
23 
25 
23 
27 

X 

23 

27 

27 

24 

29 

26 

24 

2S 

c 

24 
28 
28 
23 
30 

0 
25 

29 
20 
31 

'•J 

30 
27 

31 
28 

28 
2;) 

X 

29 
30 

X 
30 

0 
31 

Jan. 

1 

1 

2 

3 

4 

5 

6 

7 

8 

9 
13 

10 
14 
U 
11 
"li 

11 

15 
13 
12 
17 

Feb. 

1     2 

3 

4 

5 

6 

7 

8 

9 

10 

a 

12 

Mak. 

1|2 

3 

4 
1 

5 

2 

6 
3 

7 
^ 

8 
5 

9 

10 
7 

8 

12 
T 
14 

13 
10 

15 

Apku- 

1 

Mav. 

1 

2     3      t     .".     •:  '  7 

S 

9 

10 

11 

12 

13 

JUXE. 

1     J     :;     1 

5 

6 

7 

8 

9 

10 
8 
12 

11 
13 

12 
10 
14 

13 
11 

15 

14 
12 
16 

13 
13 
17 

16 
14 
18 

17 
13 
1:1 

18 
16 

20 

27 
25 

28 
26 

29 
27 

30 
28 

29 

— 

JULV. 

1 

2  1  :f     4     3     1; 

3 

7 

4 

8 

5 

9 

6 

10 

7 
11 

30 

31 

Aug. 

29 

30 

SI 
28 
26 
30 

28 

29 
31 

30 

31 

Sei'T. 

1     .;    3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

13 
13 

17 

16 
14 

18 

17 
13 
19 

IS 
16 
20 

19 
17 
21 

20 
18 
22 

21  1  22 

2i 
21 
25 

24 

22 
26 

25 
23 
27 

26 
24 

28 

27 
25 
2.0 

.7T 

29   30 
27   28 

Oct. 

T 

4 

1 
5 

2 
6 

3 

T 

4 
8 

5 

T 

6 

10 

7 
11 

8 
12 

9 

13 

10 
14 

11 

15 

12 
16 

19 
23 

20 
24 

Nov. 

1 

2 

Dec. 

1 

2 

_3_ 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

11 

13 

16 

17 

IS  19 

20 

21  '  *22 

23 

24 

!!. 

26 

29 

il 

102 


BOOKKEEPING 


103 


CALENDAR  FOR   19U. 


1911 

in 

5 

» 
o 

^ 

^ 

P 

g 

•s 

CO 

c 
p 
CO 

5 

!> 

.5 

(S 

CO 

CO 

5 

■r. 

o 

C 
X. 

7} 

CO 

c 

H 

t 

1 

5 

CD 

o 

^ 

^ 

H 

S 

t 

5 

CO 

o 

Jan. 

1 

2 

3 

4 

5 

6 

7 

S 

9 

10 

11 

12 

13 

U 

15 

l(i 

17 

18 

19 

20 

21 

22 

23 

24 

25 

2B 

27 

28 

29 

30 

31 

Feb. 

1 

2 

3 

4 

S 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

IB 

17 

IS 

19 

20 

21 

22 

23 

24 

25 

26 

27 

28 

Mak. 

~ 

~ 

" 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 
14 

13 
10 
15 

14 
11 
IB 

15 
12 

17 

16 
13 
18 

17 
11 
19 

18 
15 

20 

19 
16 
21 

20 
"l7 

22 

21 
18 
23 

22 
19 
24 

23 
2(] 
25 

24 
21 

26 

25 
22 
27 

26 
23 
28 

27 
24 

20 

2S 
25 
30 

29 
26 
31 

30 
27 

31 

28 

29 

30 

— 

Apkil. 

1 

% 

3 

T 

4 

5 

10 

6 
11 

7 
12 

8 
13 

Mav. 

1 

2 

3 

4 

a 

6 

7 

June. 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

" 

12 

13 

14 

15 

16 

17 

IS 

19 

20 

21 

22 

23 

24 

25 

26 

27 

28 

29 

30 

Ji:i.Y. 

! 

1 

2 
6 

3 

T 

4 

8 

o 
9 

6 

10 

7 
11 

8 
12 

9 

13 

10 
14 

11 
15 

12 
16 

13 

17 

14 

IS 

15 

19 

16 
20 
17 
22 
19 

17 

21 
'l8 
23 

20 

18 
22 
19 
24 
21 

19 
23 

20 
25 
22 

20 
21 
21 
26 
23 

21 

2) 
22 
27 
24 

22 
26 
23 
28 
25 

23 
27 
24 
29 
26 

24 
28 
25 
30 
27 

25 
29 
26 
31 
28 

26 
30 
27 

29 

27 
31 
28 

30 

28 
29 

29 
30 

30 

31 

Aug. 

i 

1 

2 

3 

4 

5 

Sei'T. 

2 

T 

1 

5 

1 
6 
3 

2 
7 
4 

3 
8 

5 

4 

9 
6 

0 

10 

7 

e 
11 

8 

7 
12 
9 

8 
13 
10 

9 
14 
11 

10 

15 
12 

11 
IB 
13 

12 
17 
11 

13 

IS 
15 

14 

19 
IB 

15 

20 
17 

16 

21 
IS 

Oct. 

1 

Nov. 

1 

2 

Dkc. 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

U 

12 

13 

U 

15 

IB 

17;  18 

19 

20 

21 

22 

23 

24 

25 

26 

27 

2S 

29 

30 

31 

CALENDAR  FOR  1912. 


1912 

s. 

o 

H 

£ 

1 

CO 

o 

■T: 

i 

^ 

b 

in 

ih 
14 
11 
10 
14 
12 
9 
14 
11 
15 
13 
10 
15 

_ 
5 

B 

15 
12 
11 
15 
13 
10 
15 
'li 
16 
14 
11 

■/ 
t-i 
16 
13 
13 
16 
14 

16 
13 
17 
15 
12 
17 

17 
14 
13 

17 
15 
12 
17 
14 
18 
16 
13 
ki 

IS 
"l5 

14 
IS 

Te 

13 
18 
15 
19 
17 
14 
10 

19 
16 
15 

Tg 

17 
14 

19 
16 
20 
18 
15 
20 

CO 

20 
17 
16 
20 
18 
15 
20 
17 
21 
19 
16 
21 

CO 
21 
18 
17 
21 
19 
16 
21 
18 
22 
20 
17 
22 

o 

22 
19 

'^^ 
22 

20 

"iT 

22 

19 

23 

21 

IS 

23 

■r. 

23 
20 
19 
23 

iT 
Is 

23 

^ 
24 
22 
19 
24 

24 
21 
~20' 
24 
22 
19 

¥7 

2l' 
25 
23 
20 
25 

25 
22 
21 
25 
23 
20 
25 
22 
26 
24 
21 
2li 

Ib 

23 

22 
28 
24 

21 
26 
23 
27 
25 
22 
27 

ifi 
•LI 
24 
23 
27 
2.j 
22 
27 
21 
28 
26 

C.0 
28 

24 
28 
26 
23 
28 
25 
29 
27 

5 

20 
26 
25 
29 
27 
24 
29 
26 
30 
23 

30 
27 
26 
30 
28 
25 
30 
27 

29 
26 
31 

i> 

31 

28 
27 

29 
26 
31 
28 

30 
27 

tri 

29 

28 

30 
27 

29 

31 

28 

29 

31 

28 

30 
29 

CO 

30 

29 
31 

30 

CO 
31 
30 

c 

Jan. 

1 

2 

3 

4 

5 

6 

7 
4 
3 

8 
5 

4 

9 
6 
5 

10 
7 
6 

11 
8 
7 
11 

11 
T 

12 
10 
7 
12 

12 
9 

8 
12 

lo 

7 
12 

9 
13 
11 

T 

13 

13 
10 
9 
13 
11 

T 

13 
10 

il 

12 
9 

14 

Feb. 

1 

2 

3 

JIak. 

1 

2 

Aruii.. 
JIav. 

— 

1 

2 

3 

1 

4 
2 

S 
3 

6 
4 

1 

7 
B 
2 
7 
4 
8 
6 
3 
O 

8 

6 
3 
8 
5 
9 
7 
4 
9 

9 

7 

T 
9 
C 
10 
8 
5 
10 

10 
1" 
5 
10 
1 
11 
9 
6 
11 

June. 

July. 

1 

2 

3 

4 

1 

0 

3 

5 

5 
2 
6 

4 

1 
B 

U 
3 

T 

5 

2 

7 

Aug. 

Sept. 
Oct. 

1 

2 

3 

1 

3 

4 
2 

4 

Nov. 

23 

28 

24 
29 

25 
30 

Dec. 

1 

2 

CALENDAR  FOR  1913. 


1913 

if} 

5 

X 

O 

H 

o 
is 

1 

H 
2 

3 

"3 

CO 

4 

CO 

5 

5 
6 

o 

T 
T 

o 

T 

10 
7 

to 
11 
8 

CO 

12 
9 
9 

13 

11 

13 

10 
10 

iT 

12 

6 

14 
11 
11 
15 
13 

r- 

15 
12 
12 
16 
14 

IB 
13 
13 
17 
15 

17 
14 
14 
18 
16 

'CO 

18 
15 
15 
19 
17 

CO 
19 
16 
16 
20 
18 

o 

20 
17 
17 
21 
W 

(r< 
21 
18 
IS 
22 
20 

22 
19 
19 
23 
21 

H 
23 
20 
20 
24 
22 

24 
21 
21 

25 
23 

c. 

CO 

25 
22 
22 
26 
24 

CO 
28 
23 
23 
27 
25 

o 

27 
24 
24 

23 
26 

6 

28 
25 
25 
29 

5 
? 

29 

26 

26 

30 

H 
30 
27 
27 

31 

28 
23 

d 
CO 

29 

CO 
30 

o 
31 

Jan. 

Feu. 

1 

2 

3 

Mak. 

1 

2 

3 

4 
6 

5 
9 

7 

6 

10 
8 

7 

11 
9 

8 
12 
10 

Apkii.. 

1 

2 

3 

4 
2 

5 

6 

4 

7 
5 

May. 

1 

27 

28 

29 

30 

31 

— 

— 

June. 

1 

2 

3 

1 

4 
T 

5 
3 

6 
4 

7 

0 

8 
6 

9 

7 

10 
8 

11 
9 

12 
10 

13 
11 

14 

12 

15 
13 

16 
14 

17 
15 

13 
IB 

19 
17 

20 
18 

19 
17 
U 
19 

21 
19 
IB 
20 
18 
15 
20 

22 
20 
17 
21 
19 
16 
21 

23 
21 
IS 
22 
20 
17 
22 

24 
22 
19 
23 
21 
IS 
2i 

25 
23 

20 
24 
22 
19 
21 

2B 

'u 
il 

25 
23 
20 
25 

27 
~2l 
22 
26 
24 
21 
2(! 

28 
26 
23 

27 
25 
22 
27 

29 
27 
24 
28 
26 
23 
28 

30 
28 
25 
29 
27 
24 
29 

29 
26 
30 
28 
25 
30 

30 
27 

29 
26 
31 

July. 

31 

28 

30 
27 

29 

31 

28 

30 
29 

31 
30 

— 

Aug. 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 
14 
12 
9 
14 

11 
15 
13 

10 
15 

12 
16 
14 
11 
16 

13 

17 
15 
12 
17 

14 
18 
16 
13 

IS 

Sept. 

1 

2 

3 

4 

0 

6 

7 

8 

9 

10 
8 
5 

11 
9 
6 

12 
10 
7 

13 
11 
S 

Oct. 

1 

2 

3 

4 

5 

2 

6 
3 

7 
4 

Nov. 

1 

Dec. 

1 

2 

3 

4 

5 

B 

7 

8 

9 

10 

11 

12 

13 

104 


BOOKKEEPING 


CALENDAR  FOR   1914. 


1914 

X 

o 

■3 

tc 

0 

Eh 

•a 

'S 

fe 

5 

crj 
11 

5 
12 

c3 
13 

14 

15 

7^ 

13 

CO 

17 

i. 
(h 

18 

22 

22 

19 

17 

21 

0 

"19 

23 
23 

20 
18 
22 

20 

24 
21 
19 
23 

21 
25 

"ii" 

22 
20 
24 

22 

"ii 

26 
23 
21 
25 

23 

27 

if 

24 

22 
26 

"5 
c/. 

21 

28 

28 

25 

23 

27 

u. 

5 

c 
r- 

31 
28 
26 
30 

> 
28 

29 

27 

29 

30 
28 

30 

1 
31 

'J. 

c 

Jan. 

1 

2 

3 

4 

0 

6 

7 

8 

9 

10 

25 

29 
26 
24 
28 

26 

"30 
27 
25 

"29 

Feb. 

1 

2 

3 

i 

5 

6 

7 

8 

9 

10 

11 

12 

13 

11 

15 
IS 
12 
10 
14 

16 
16 
13 

11 
15 

17 
17 
U 
12 
IG 

18 
18 
15 
13 
17 

19 
19 
16 
U 
18 

20 
20 

17 
15 
19 

21 
21 

IS 
16 

20 

Maic. 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

Al'KIL. 

1 

2 

3 

4 

5 

e 
4 

8 

7 
5 
9 

8 
6 

10 

9 

7 
11 

10 

8 
12 

11 
13 

May. 

1 
5 

2 
6 

3 

7 

29 

30 

31 

JUXK. 

1 

2 

3 

4 

31 

July. 

1 

2 

3 

4 

5 

G 

7 

8 

9 

10 

11 

12 

13 

U 

15 

16 

17 

18 

19 

20 

21 

22 

23 

24 

25 

26 
23 
27 

27 

28 

29 

30 

31 

Aug. 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 
14 

11 
15 

12 
16 

13 
17 

14 

15 

T9 

16 
20 

17 
21 

18 
22 

19 
23 

20 
24 

21 
25 

22 
26 

24 
28 

25 
29 

26 
30 

27 

28 

29 
31 

30 

Sept. 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

Oct. 

1 

2 

3 

4. 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

IS 

19 

20 

21 

22 

23 

24 

25 

26 

27 

28 

29 

Nov. 

1 

2 

3 

1 

I 
2 

5 
3 

6 
4 

7 
5 

8 
6 

9 

7 

10 

8 

11 

9 

12 
10 

13 

11 

14 

15 
13 

16 

14 

17 

15 

18 
16 

19 

17 

20 

IS 

21 
19 

22 
20 

23 

21 

24 
22 

25 
23 

26 
2I 

27 
26 

28 
26 

29 

27 

30 

2S 

29 

30 

31 

— 

— 

— 

Dfc. 

CALENDAR  FOR   1915. 


1915 

ifi 

5 

'? 
? 

H 

fc 

M 

0 

0 

.5 

£ 

to 

10 

0 
11 

H 
12 

Q 

13 

14 

15 

eg 
16 

3 
tc 

17 

21 

0 

18 
22 

u 
3 

H 
19 
23 

5 

20 
24 

2 

H 
21 

is 

22 

26 

CO 

23 

27 

Hi 

24 
28 

0 
% 

25 

i 

26 

if 

28 

29 

27 

29 

"C 

[X, 

29 

30 
28 

30 

CO 

■Ji 

0 

s 

31 

Jan. 

1 

2 

3 

4 

5 

6 

7 

8 

9 

30 

29 
31 

31 
30 

Feb. 

1 

2 

3 

4 

5 

0 

7 

8 

9 

10 

U 

12 

13 

14 

15 

16 

17 

18 

19 

20 

JiAli. 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 
11 
9 
13 
11 
15 
12 
10 
14 
12 

15 
12 
10 
14 
12 
16 
13 
11 
15 
13 

16 
13 
11 
15 
13 
17 
14 
12 
16 
14 

17 
14 
12 
16 
14 
IS 
15 
13 
17 
15 

18 
15 
13 
17 
15 
19 
16 
14 
IS 
16 

19 
16 
14 
18 
16 
20 
17 
15 
19 
17 

20 
17 
15 
19 
17 
21 
18 
16 
20 
IS 

21 
IS 
16 
20 
IS 
22 
19 
17 
21 
19 

22 
19 
17 

21 
19 
23 
20. 
18 
22 
20 

23 
20 
IS 
22 
20 
24 
21 
19 
23 
21 

24 
21 

To 

23 
21 
25 
22 
20 
24 
22 

25 

22 
20 
2i 
22 
26 
23 
21 
25 
23 

26 
23 
21 
25 
23 
27 
24 
22 
26 
24 

27 
24 
22 
26 
24 
28 
25 
23 
27 
25 

28 
25 
23 
27 
25 
29 
26 
24 
2S 
26 

29 
26 
24 

"is 
ie 

30 
27 
25 
29 

if 

30 

if 

25 
29 
if 
ii 

28 
26 
30 
23 

31 

is 

26 
30 

is 

Apkil. 

— 

— 

1 

3 

2 

4 

3 

1 
5 
3 

7 

4 
2 

6 

4 
Q 

5 

5 
3 
7 
5 
9 
6 

G 

4 
8 
6 
10 
7 

7 
5 

T 

u 

8 

8 

10 
8 
12 
9 

9 

T 
11 
9 

13 

10 

10 
8 
12 

To 

14 
11 
9 

7? 
U 

llAV. 

JCXE. 

1 

2 

July. 

1 

2 
U 

Aug. 

1 

2 

3 

4 

5 

29 
27 

ig 

30 
28 

30 

29 
31 

30 

31 

— 

Sept. 

1 

2 

3 

4 

Oct. 

1 

2 
6 

r 

3 
7 

T 

4 
T 

Y 

5 

9 

7 

6 

10 

7 
11 

8 
12 

10 

Nov. 

1 

2 

3 

4 
2 

5 
3 

Dec. 

1 

CALENDAR  FOR   1916. 


1916 

5 

CO 

0 

'■J 

•3 

A 

£ 

m 

3 

CO 
2 

0 
3 

0 

H 
4 

5 

P 
6 

7 

t 

8 

CO 

9 
13 

12 
9 

0 
% 

10 

14 

13 

10 

6 

H 
11 
15 
14 
11 

is 
12 

16 
15 

13 

17 
16 
13 

u 

18 
17 
14 

eg 
15 
19 
18 
15 

5 

CO 
16 
20 
19 
16 

0 
r5 

17 

21 

20 

17 

6 
H 

18 
22 
21 
18 

0 
f^ 

19 

23 

22 

19 

H 
20 
24 

il 

20 

21 

25 
24 
21 

CO 
22 
26 
25 
22 

cc 
23 
27 
26 
23 

1 
24 

ii" 
if 

24 

6 

3 

25 
29 

ii" 
is 

[S 
26 

29 
26 

27 

30 

27 

t 
28 

31 

28 

30 
i^ 

1 
29 

ig 

29 

3 

30 
30 
30 

c 
31 

Jan. 

1 

Feb. 
j\Iak. 

— 

— 

1 

2 

1 

3 

2 

4 
3 

5 
4 

6 
5 

7 
6 

8 

7 

9 
T 

10 

11 
10 
7 

12 
11 
8 

Apkil. 

1 

2 

3 

4 

5 

May. 

1 

2 

3 

4 
1 

6 
2 

6 
3 

1 

7 
4 
2 

8 
5 
3 

9 
6 
4 

10 
7 
5 

11 

8 
6 

12 

9 

7 

13 

10 
8 

14 
11 

9 

15 
12 

10 

16 
13 
11 

17 
11 
12 

18 
15 
13 

19 
14 

20 
17 
15 

21 
18 
16 

22 
19 
"17 

23 

io 

18 

24 

21 
19 

25 
22 
20 

26 
23 

il 

27 

il 

22 

28 
25 
23 

29 
26 
24 

30 
27 
25 

31 

"28 
26 

29 

27 

June. 

July. 

Aug. 

1 

2 

3 

4 

5 

6 
3 
8 

7 

4 

8 
5 

10 

9 
6 

11 

10 
7 
12 

11 

T 

13 

12 
9 

13 
10 
15 

14 
U 
16 

15 
12 
17 

16 
13 

18 

17 
14 
19 

IS 
15 

20 

19 
16 
21 

20 
17 

22 

21 

18 
23 

22 
19 
24 

23 

20 
25 

24 
21 

ifi" 

25 
22 
27 

26 
23 
28 

27 
24 
29 

28 
25 
30 

29 
26 
31 

30 
27 

31 
28 

29 

30 

31 

Sept. 

1 

2 

Oct. 

1 

2 

3 

4 

5 

6 

7 

.\ov. 

1 

2 

3 

1 

4 
2 

5 
3 

6 
4 

7 
5 

8 
6 

9 

7 

in 

s 

11 

9 

12 
10 

13 

14 

13 

15 
13 

16 
14 

17 
15 

18 
16 

19 
17 

20 
IS 

21 

22 

23 

24 

25 

26 

27 

28 

29 

30 

Dec. 

19 

20 

21 

22 

23 

24 

25 

26 

27 

2S 

29 

311 

INDEX. 


I'AUE 

Acceptance  of  Drafts  Defined 54 

Forms  of Ifi,  19 

Account  Defined 7 

Accounts,  Classification  of 8 

Assets  Defined S 

Asset  and  Liability  Accounts 3,  8,  I.i 

Assignable  Paper 56 

Balanced  Accounts    33 

Balance  Sheet 36 

Bank  Account 47,82,93 

Transactions  Journalized 47 

Bank  Drafts 72,  73,  74,  75 

Transactions  Journalized 74 

Bank  Money  Order 75 

Bank  Pass  Book 46 

Bill  Books ■. .  .58,  83,  !)3 

Form  of ; 58,  59,  84,  85 

Bills  and  Invoices  Defined  and  Illustrated.    4S,  49 

Bills  of  E.\ch.4>ge   7-!,  7.) 

Bills  Receivable  Defined 1(1 

Journal  Rule    17 

Biij,s  Payablf.  Defined IS 

Journal  Rule    1!) 

Bookkeeping  Defined 7 

Two  Systems  of   -28 

Business  Papers,  Forms  of    , 5 

Bank  Cheques 46,  75,  82 

Bank  Draft? 73,  75 

Bank  Money  Orders "5 

Bills  of  E.\change   73 

Bills  and  Invoices     49 

Credit  Invoices    83 

De(X)sit  Slips   45 

Drafts 16,  19,  53,  54 

E.\press  Money  Orders 75 

Monthly  Statements 99 

Notes,  Promissory 16,  18,  26,  53 

Orders 50,  74,  75 

Postal  Notes 75 

Post  Office  Money  Orders 75 

Recei  pts 25,  57 

Requisitions  for  Bank  Draft    74 

Statements  of  Account 98 

Business  TR.iNSAcriON  Defined 7 

Calendars  for  1909-16 102,  103,  104 

Capital  Account 12,  70 

Cash  Defined 14 

Cask  Account  Defined 14,  15 

Journal  Rule 14 

Cash  Book  E.xplained 42 

Forms  of 42,  43,  68,  69,  84,  85,  93 

Purposes  of 44 

Used  as  a  Journal 43,  67,  83 

Used  as  a  Ledger  Account 43 

Changing  Single  Entry  to  Double  Entry 95 


P.4GE 

Cheques    46,  74,  75,  82 

Cheque  Book  and  Use  of  Stub 82 

Checking  Back  and  Checking  Off 40 

Closing  the  Books 34 

Closing  the  Ledger,  Purpose  of 37 

Double  Entry  Ledger    37   39 

Single  Entry  Ledger 95 

Collection  and  Discount 56 

Counter  Check  Book 92 

Credit  Invoices 33 

Days  of  Grace    55 

Debtor  and  Creditor 7,  13 

Debit  and  Credit 7 

DEP.iKT.-viENT  Accounts  69 

Deposit  .Slips 45 

Directory,  Purposes  of 29 

Discharge      5(3 

Discounting 55 

Discounts  Put  Through  the  Cash  Journal 69 

Dishonour  gg 

Double  Entry  Defined 28 

Illu.stralion  Set   99 

Double  Entry  Versus  Single  Entry 28,  87 

Drafts,  Definition  of 52 

Forms  of .\ 16,  19,  .-)3,  54 

Kinds  of    55 

Parties  to 53 

Transactions  Journalized 59 

Due  Dates  55 

Endorsements  Defined 56 

Kinds,  Effects,  Applications    57 

Purposes  of 56 

Errors  i.v  Trial  Balances 34 

E.XERCiSES  ON  Bills  Receivable  A/c 17,  18,  21 

Bills  Payable  Ac. 19,  20,  21 

Cash  A/c 14,  15,  16 

C;ish  Journal    69 

E.vpense  A/e 23,  24 

Journalizing  and  Business  Papers 26,  27 

Merchandise  A/c     21,  22,  23 

Personal  A/c 9,  lo]  \i',  12 

Proprietors  A/c 12,  13 

Expense  Account  Defined.  .  .    23 

Journal  Rule    23 

Express  Money  Orders 74,  75 

Financial  Statements,  Kinds  of 34,  83 

Double  Entry  Forms 35,  36,  64,  65 

Single  Entry  Forms 94 

Freight  Account  .    ...      76 

Gain  Defined g 

Holidays,  Statutory 5 

Illustration  Set,  Double  Entry 29 

Financial  Statements .34,  35,  36,  37 

Index  to  Ledger 31 


105 


10(i 


BOOKKEEPING 


PAliK 

Inventory 34 

Journal    3(1 

Ledger  Posted 31,  3-_' 

Ledger  Closed    38,  39.  40 

Trial  Balance 33,  34 

Illustration  Set,  Single  Entry 88 

Bill  Book 93 

Cash  Book 93 

Counter  Cheek  Book 92 

Closing  the  Ledger 95 

Financial  Statements 94 

Journal    89,  90 

■  Ledger 9.'-! 

Order  Book 91 

Impersonal  Asskt  AM)  Liability  Accounts  ....         13 

Journal  Rule 14 

Index  to  Ledger 31 

Ink,  Uses  of  Red  and  Bl.vck 11,  40 

Interest  and  Discount    62,  63 

Ledger  Account 63 

Transactions  Journ,alized 62 

Inventory  Book   34 

Inventories,  Definition  and  Treatment  of.  .23,  40,  63 

Invoices   ■ 49 

Invoice  Book 77,  78 

Journalizing  Defined - ' 8 

Journal  Day  Book    28 

Journal  Iij.rsTR.^XEii,  Dele.  Entry.  .8,  9,  10,  14,  30,  68 

Single  Entry    f'H 

Journal  Rules,  DouuleEntry.  .8,  14,  17,  19,  21,  24,  40 

Single  Entry    .....    87 

Ledger  Accounts  Defined 7 

Forin.s  of  ...  .7,  10,  1 1,  13,  14,  15,  17,  20,  22,  43,  63 

Led(!ER,  Double  Entry   31,32,38,30 

Single  Entry 93,  94,  95 

Ledger  Lines 41 

Liabilities  Defined 8 

Losses  Defined 8 

Loss  and  Gain  Accounts 21 

Journal  Rule    21 

Mahked  Cheque    75 

Merchandise  Account  Defined      21 

Journal  Rule    21 

Merchandise  Discount  Account < 63 

Monthly  Statement,  Wholesale 99 

Negotiable,  Non-negotiable,  and  Assign-^ble . .         56 

Net  Capital 83 

Net  Insolvency S3 

Notes  Promissory  Defineh 52 

Forms  of 16,  IS,  26,  53 

Kinds  of    ....    55 

Parties  to   52 

Opening  Entry,  Double  Entry  Joitknal  .  .  .24,  40,  41 

Single  Entry  Journal 90 

Orders  Defined     49 

Forms  of 50 

Transactions  Jom'nalized 50 

Order  Book 91 

Original  Entry  Books    42 


PAGE 

Paging  the  Journal  10 

The  Ledger 10,  11 

Pages  Required  for  the  Various  Sets  .......  6 

Partnership  and  Partnership  Accounts 81 

Personal  Asset  and  Liability  Accounts   8 

Journal  Rule    8 

Personal  Accounts,  When  Closed 11 

Putting  Tran.sactions  Through  the     69 

Pin-Head  Totals 10,  33,  39 

Postal  Notes , . .  74,  75 

Post  Office  Money  Orders 74,  75 

PosTiN<i  Defined    8 

Order  of  Entering  Items 10 

Principal  and  Au.xiliary  Books 42 

Proprietor's  Account  Defined 12 

Capital  A/c  and  Private  A/c    12,  76 

Proprietor  and  THE  Business  Distinguished   ..  9 

Protest    56 

Purchase  Journal    77,  78 

Purch.\ses  and  Sales  for  Cash,  Entry  of 69 

Real  Estate  Defined 40 

Journal  Rule 40 

Receipts     25 

Registered  Letters 74 

Remitting  Cash,  Methods  of 74,  75 

Requisition  Form  for  Bank  Drafts    73,  74 

Sales  Journal 76,  77 

Service  and  Use  Accounts  Discussed 3 

Single  Entry  Defined 28 

Single  Entry  Bookkeeping   . .    87 

Books  Used 87 

Journal  Rule    87 

Illustration  Set 88 

Statements  of  Account — Retail 98 

Statements,  Monthly — Wholesale    99 

Stock-taking 34 

Statement  of  Losses  .^nd  Gains      35,  36,  64,  65 

Statement  of  Assets  and  Liabilities. 35,  36,  64,  65,  94 
Summary  of  the  Proprietor's  Account  .  .35,  36,  64,  65 

Set  1 29 

Set  II 41 

Set  III ; 44 

Set  IV 47 

Set  V 51 

Set  VI 60 

Set  VII 66 

Set  VIII 70 

Set  IX 78 

Set  X 88 

Set  XI 96 

Transactions  for  Bill  Journal ; .    .  86 

Tkans.^ctions  for  C.4SH  Journal 69,  86 

Trial  Balance  Defined 33 

Finding  Errors 34 

Forms  of 33,  63 


